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INTRODUCTION AND GENERAL INFORMATION

Introduction:

This document constitutes a request for competitealed proposals for the provision of advertising
marketing, and/or public education services a$ostt herein.

This RFP is a rebid of B3Z214236 which was issuedwte 9, 2014.

Organization - This document, referred to as a Bsigtor Proposal (RFP), is divided into the follogi
parts:

1) Introduction and General Information

2) Contractual Requirements

3) Proposal Submission Information

4) Pricing Page(s)

5) Exhibits A-J

6) Terms and Conditions

7) Attachments 1 - 4 The offeror is advised thatchtaents exist to this document which
provide additional information and instruction. €Be attachments are separate links that
must be downloaded from the Division of Purchaging Materials Management’s Internet
web site at: https://www.moolb.mo.gav It shall be the sole responsibility of the offieto
obtain each of the attachments. The offeror shatllbe relieved of any responsibility for
performance under the contract due to the faildréhe offeror to obtain a copy of the
attachments.

Background Information:

The Missouri Constitution provides for the execetniepartments listed below. Within each executive
department exists a variety of offices (divisioosteaus, sections, units) of varying size and sedpeh

deal with specific services. Departments may adtgn certain sections of state law as definedhey t
Revised Statutes of Missouri, may develop their owles and regulations as promulgated in the Migsou
Register and Code of State Regulations, or maytutestprograms and policies which address the needs
of their areas of service.

a. Office of Administration i. Insurance, Financial Institutions, &
b. Agriculture Professional Registration
c. Conservation j- Labor and Industrial Relations
d. Corrections k. Mental Health
e. Economic Development I.  Natural Resources
f. Elementary and Secondary Education m. Public Safety
g. Health and Senior Services n. Revenue
h. Higher Education 0. Social Services
p. Transportation

1.2.2 The nature of the services provided by many of blisss various offices are often “public service”

related. As such, history has shown a need foroffiees to reach the public with education and
information related to the services offered. Sobu,not all types, of past campaigns are listddvine

a. Public education campaign services to educate Migsws on traffic safety issues, in order reduce
the number and severity of traffic crashes occgritnthe State of Missouri.

b. A media and marketing campaign with an ultimatel gbanaking those Missouri citizens affected
by Traumatic Brain Injury aware of the servicesikmde to them through the programs of the
Missouri Head Injury Advisory Council and to motigasuch people to contact the resources
available to them.
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Public Education services for various offices witthe Department of Health and Senior Services to
assist them in educating the public about publaithéssues and the services available.

Public education campaign for the Secretary ofeXtaiffice to educate the public regarding voting
regulations and issues.

Public outreach campaign to increase enrollmentligfible seniors in the Missouri Senior Rx
Program by reaching the target population with afipg public outreach materials to educate and
inform about the Missouri Senior Rx Program.

Development of script and coordination of talent fadeo produced by the Department of
Elementary and Secondary Education to introducee€aClusters to students, parents, and
educators.

A campaign for the Department of Mental Health, iBion of Alcohol and Drug Abuse to educate
and inform Missourians about the hazards of tobacm discourage the use of tobacco products
among youth and provide information to familiesassist them in discouraging tobacco use; and
educate and inform Missourians about laws goveriirgg sale of tobacco products, raising the
awareness of responsibilities of merchants andhyout

An anti-litter campaign on behalf of the Missougf@artments of Conservation, Natural Resources,
and Transportation.

Public awareness campaigns and promotions for ggaiment of Agriculture designed to increase
awareness of the Missouri Wine and Grape industdyaa the AgriMissouri program and products.
Statewide Discover Nature campaigns and promotionsthe Department of Conservation to
increase awareness, benefits, and appreciation isgadMri’s fish, forests, wildlife, and outdoor
recreational opportunities.

1.2.3 Other Contracts dealing with Advertising and MankgtServices:

a.

The State of Missouri has existing contracts foec#ir advertising/marketing campaigns for
specific state agencies. Some, but not necessdlribf such contracts are listed below. In additi

to the contracts listed below that were compelijiyerocured and awarded by the Division of
Purchasing and Materials Management on behalfeofiffing state agency, the Missouri Lottery has
a contract for Advertising with an advertising aggrBarkley. The Missouri Lottery competitively
procured and awarded the contract.

. o Procurement
Contract # Service Description Process Bid #

1) C311184001 Advertising Services for the MissouatStair B3711184
2) C311078001 Advertising Agency of Record for Missdivision of Tourism B3711078
3) C310151001 Public Education Services for Childrdamisst Fund B3710151

Media Placement — The State of Missouri also haseselated contracts that are available for use
by any state agency. The statewide notice regauttliese contracts can be viewed from the internet
at the following addreséittp://archive.oa.mo.gov/purch/contracts/

Contract # Contractor Name Service Description

1) C312128001 Missouri Press Service AdvertisemeamtdPhent in Newspapers

2) C313013001 Bucket Media

3) C313013002 Learfield Communications Media Placement

4) C313013003 Missouri Broadcast Assoc

5) C313013004 True Media, LLC

6) C313105001 Rural Missouri Magazine Advertising iat8wide Rural Publication

7) C313186001 Lamar Advertising

Transit Bus Advertising

8) C314019001 Roundtown Media

1.2.4 Previous Contract for the Services being Procuradhis RFP — The State of Missouri has an existing
contract for the services being procured via tH®R Information about the contract is listed belovhe
statewide notice for the contract can be viewedmfrthe internet at the following address:
http://archive.oa.mo.gov/purch/contracts/
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Contract #

C312112001

Procurement Process Bid # B3712112

Service Description

Advertising/Marketing/Publicuedtion Services

Contractor Name

Paradowski Creative

State Agency Name

Available for use by any ageridlieState of Missouri

Effective Date of Contract:

Effective date of cawtr 7/1/12

Final Expiration of Contract

12/31/14

Past Usage

Attachment 1 contains a summary of igterical usage of the contract by the
various agencies that have utilized the services

1.2.5 The following links provide additional informatian each of the contracts identified herein:

a. Viewing the contract

- A copy of the each of thenttacts identified herein can be viewed and

printed from the Division of Purchasing and MatlsridManagement’s Awarded Bid & Contract

Document Search Systdocated on the Internet ahttp://content.oa.mo.gov/purchasing-materials-
managementh addition, all proposal and evaluation documgomaleading to the award of the

various contracts may also be viewed and printethfthe Division of Purchasing and Materials
Management’'s Awarded Bid & Contract Document Se&@gktem. Please reference the Contract
number or the Bid number when searching for thesemients.

b. State expenditures — The Missouri Accountabilityrtédo (MAP) located on the internet at:
http://mapyourtaxes.mo.gov/MAP/Expenditurgsbvides financial data related to the purchase of

the services under the contract. Be sure to rkadirtformation provided in the links tdSite

Informatiori’ and “Disclaimef. Then search by the contract number shown albdwen searching
for the financial information.

1.2.6 Although an attempt has been made to provide atxaral up-to-date information, the State of Missour
does not warrant or represent that the backgroofednnation provided herein reflects all relationshor

existing conditions related

to this Request forpg@sal. In addition, the information presented imere

identifies many varying types of public educatiofdrmation-type services that have been required by
some of the state agencies of Missouri in the pHstwever, there is no way of knowing what, if any,

the types of services listed

herein may be requirddture years.
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CONTRACTUAL REQUIREMENTS
General Requirements:

The contractor shall provide one or more of théofeing categories of service, as specified on to&adé

of Award issued by the Division of Purchasing andtdfials Management, which are customarily
performed by a modern, professional marketing/atbieg/public relations organization in order tsias
any state agency of the State of Missouri in g goals specified by the state agency.

Media Planning and Placement/Purchase

Creative Services

Media Production, including television, radio anthp

Non-Traditional Media and High-Tech Marketing

Promotional/Collateral Material Development andlifitirhent

Public Relations, Image Building Activities, Ediials, Internet Marketing and Publicity
Research & Market Analysis

@-oooow

The State of Missouri does not guarantee any amotinsage of the contract. The contractor shall
understand that the contract shall be available use by any state agency having miscellaneous
advertising/marketing/public relations needs. Hesvethe contractor shall agree and understandhthat
state agency of the State of Missouri may partteifimthe contract, but that the contract doesegtire
mandatory participation by any state agency. Tdreractor shall agree and understand that the acntr
shall not be construed as an exclusive arrangearehif it is in the best interest of the State adburi,

a state agency magt its own discretion, obtain alternate servideswhere. Any state agency utilizing
the contractor’s services may:

a. Require the contractor to develop and perform apteta project/campaign or any part thereof with
any size budget ranging from a few thousand to ra¢veundred thousand or more (hereinafter
referred to as activity plan), or

b. Require the contractor to provide services on ane&sled, if needed, hourly rate basis, hereinafter
referred to as hourly as needed services.

Unless otherwise specified herein, the contradbatl Surnish all material, labor, facilities, equient,
and supplies necessary to perform the servicesdordance with the provisions and requirementedtat
herein and to the sole satisfaction of the reqngsiate agency.

Activity Plan Requirements:

Multiple Contracts — In the event that multiple tawcts are awarded for a category of service reduir
herein, the contractor shall agree and understaatdtihe state agency shall utilize the contractoose
service best meets their needs, considering castramkets. In addition, the state agency shaléhbe
right to request an activity plan from each cortovaawarded a specific category of service to deites
the contractor who will best meet the needs ofstiage agency in terms of cost and advertising sesyi
in accordance with the requirements specified herdihe contractor shall agree and understandathat
state agency’s needs may be limited to the comtreichat overlap categories of service (e.g. oreati
media placement, and research).

Request for Activity Plan - When requesting an\gtiplan, the state agency shall provide the @mtor
with written information regarding the project asiahll also advise the contractor of instructiornsaioy
comment/discussion period, if any. The state agenmequest will explain in detail the scope of the
project and basic information regarding the taslesdtate agency anticipates will be included, idicig
any of the following, as applicable:

a. Applicable business and technical specifications,
b. A description of the type and focus of the potdrggvices,
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c. Specific instructions, standards, and requiremappicable to the project, including but not lindite
to the pricing methodology(ies) that must be ubsedget limitations, if any, etc.

d. Any applicable implementation/completion dates, and

e. A due date for submission of the activity plante state agency.

2.2.3 Unavailability to perform - If the contractor is available to provide the services requested or evoul
otherwise be unable to fulfill the requirementstlné project requested, the contractor must nokigy t
state agency of such unavailability no later théiedn (15) calendar days after the initial contagtthe
state agency or by the activity plan due date, er is earlier. Such notification must be inting
and must include the specific reasons why the aotdr is not able to perform the project requested.

2.2.4 Activity Plan Submission — By no later than the disge specified in writing by the state agency, the
contractor shall develop and submit the writterivigt plan for the project to the state agency. eTh
contractor must include the following detailed imf@tion in the written activity plan, along withyan
other information required by the state agencyessithe scope of the project renders certain irgtbom
not applicable. The activity plan shall (1) be q@uehensive for the time period specified by thdesta
agency and (2) include those specific servicesragdirements specified by the state agency.

a. The activity plan must include at least the follogrinformation:

1) The contractor's proposed appropriate mix of atési

2) The contractor’'s approach for performance and cetign of activities including timeframes,
deliverables, and the level of effort needed bydbetractor, the state agency, and any other
designated parties for all planned activities.

3) The identification of the contractor’s team of memsel who will be assigned to the project.

4) A detailed line item guaranteed not-to-exceed tptade specifically itemizing each activity
and the costs and expenses associated with eashtyacising the hourly prices and
percentages specified on the Pricing Page.

5) A description of how the services and the mix dfivities will meet the goals of the state
agency.

6) A description of how results will be measured, wiedluation measures will be used, and the
plan for analyzing the outcome data for the campéigdetermine its effectiveness in meeting
the state agency’s goals. The contractor shalergtand and agree that the state agency shall
be an active partner in ensuring appropriate measare identified in the activity plan and how
such measures will be collected and reported.

b. If media planning and placement services are reduiy the state agency as part of the project, the
contractor shall include a detailed media planas$ @f the activity plan that is designed to furthe
the goals of the state agency. As instructed bysthte agency, the contractor shall consider the
integration of non-traditional media, social/neweagedia, and high-tech marketing activities in the
media plan.

1) For purposes of this document, media shall be ddeaménclude advertising media, broadcast
media, digital media, electronic media, hypermenialtimedia, new media, news media, print
media, published media, social media, etc, whici maude, but not necessarily be limited to,
the following:

* Television, film, video, radio, movies, CDs, DVDc.

* Newspaper, magazines, brochures, direct mail, métess, books, pamphlets, photography
etc

« Emalil, text messages, websites, blogging, etc.

« Billboards, transit signs, placards placed insidd autside buildings or vehicles, flying
billboards, blimps, etc.
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2) The contractor shall include recommendations forprayriate media vehicles,
market/Designated marketing Area (DMA) support,doret support, flighting, programming,
and point levels within the plan and guaranteeda@xceed total price.

3) If required by the state agency, the contractol sitgo provide a proposed annual media flow
chart that includes a calendar of support by cagmady medium, by market, by week in a
given fiscal year with flighting, rating points, &eosts by project/campaign, and total.

4) The media plan and proposed media buys shouldcteflends and research consistent with
state agency goals and objectives.

5) As appropriate for the type of media included ie thedia plan, the contractor must include all
necessary scheduling, markets, stations, progragamd/or daypart, time period, target rating
points estimated for the project, number of spotst per spot, cost per rating point, and total
buy costs.

Oral Presentation of Activity Plan - If required the state agency, the contractor shall orallygrethe
contractor’s activity plan to the state agencyretfuired, such presentation shall be schedulgtdogtate
agency with at least fifteen (15) calendar daysiceoto the contractor, unless otherwise mutually
approved by both parties.

Changes to Activity Plan - The contractor shalleegand understand that the state agency will Haere t
right to reject the contractor’s activity plan,amy portion thereof, for any reason and shall liheeight

to require modifications, changes, and additiofab@ration to the activity plan as deemed necessary
order to ensure a comprehensive project and torendat the contractor's proposed services are
acceptable and will accomplish the desired objestiv

Evaluation of Activity Plan - The contractor shaliree and understand that a work plan for the same
project shall also be completed by other contracaavarded a contract. Therefore, the state agarady
evaluate each completed activity plan and shakrdghe which activity plan, if any, will be the ntos
advantageous to the State of Missouri. Such datation shall be based on the quality of the ceubj
described in the contractor’'s activity plan, tineefre for implementation of the project, and the
guaranteed not-to-exceed total price that will harged by the contractor for performing such pipjec
and the contractor that best meets the needs,deoimgj cost and markets.

Acceptance/Rejection of Activity Plan — After corafibn of the evaluation, the state agency shdikeit
provide the contractor with a written rejectionvath written acceptance of the contractor’s acyiytan.
Acceptance of a activity plan by the state agenrwil sconstitute authorization to proceed with the
implementation of the activity plan.

Implementation of Activity Plan — After acceptarafethe activity plan, the state agency shall cantiae
contractor to begin the project. The contract@llsschedule and meet with state agency persomuel a
other designees specified by the state agencystush the project methodology in the activity plae,
state agency’s goals and objectives, and to olaaw specific information, data, and instructions
necessary to prepare and finalize the project reqy the state agency. The meeting shall tekeepat
the state agency office which may be anywhere withé State of Missouri but most commonly Jefferson
City, MO. The contractor shall not invoice norpmed for attendance at such meeting.

a. In addition, because the needs of the state agesagyychange, the contractor may be required to
develop and submit a new or revised activity pliaother times throughout the contract period. The
contractor shall prepare and submit all such fuagtvity plans within a time frame stipulated by
the state agency.

After such meeting as stated above, the contrattall execute, operate, and satisfy all requiremeft
the activity plan. The contractor shall perfornogl requirements assigned to the contractor arntl sha
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oversee and manage all other requirements of tinatyaglan, to ensure all requirements of the pémn
approved by the state agency, are performed anoimgudished. The contractor shall not change the
personnel team members assigned to the projeapeitextreme cases and must notify the statecggen
in writing of the situation and reason any time ubditution of a team member is required. The
contractor shall understand and agree that teambereananges can be costly in terms of time lost and
productivity and may reflect negatively on the cantor’s performance.

Hourly As Needed Service Requirements:

If the contractor’'s services are required on anrlgoas needed service basis, the state agency shall
contact the contractor and advise the contractdhefextent of the service needs. The contradtall s
provide one or more persons as needed to assistdtesagency in the specific temporary advertjsing
marketing, public relation, etc. hourly servicesaed.

Multiple Contracts — In the event that multiple tawcts are awarded for a category of service reduir
herein, the contractor shall agree and understaaidtihe state agency shall utilize the contractoose
service best meets their needs, considering caoslifigations, background, markets, etc when hourly
services are requested.

Categories of Services: In the event the contractor was awarded for onenore of the following
categories of service, the contractor shall perfarmaccordance with the specified requirementse Th
requirements listed under such categories of semwiay not be all inclusive of the services that rnay
required in the performance of the contract/executif the activity plan, nor are the services uraler
particular category of service exclusive to thaegary.

Media Planning and Placement/Purchaséflsmedia planning and placement/purchase aneined) by the
state agency, the contractor shall perform in ataare with any media plan approved by the state
agency and as follows:

a. After authorization by the state agency, the camdrashall order space, time, or other approved
media and endeavor to secure the most advantagatessavailable.

1) The contractor shall negotiate for the lowest daesiate on any media purchase on behalf of
the state agency and must include negotiated mawiadded value/promotional opportunities
and bonus spots (if available) with appropriatetten information for state agency approval.
The contractor shall meet with media representatve behalf of the state agency and shall
have, if and when requested by the state agenayritten evaluation of each proposal
submitted by media representatives.

2) In making such media buys, the contractor shak@egnd understand that the contractor shall
not be acting as an agent of the State, and sbatepresent itself to be acting as an agent of
the State. The contractor shall inform each megpaesentative supplying space, time, or other
advertising means that the contractor is not actiegan agent for the State and that the
contractor shall be solely liable for payment te thedia representative.

3) The contractor shall provide appropriate traffistractions to each media entity.

b. The contractor shall properly incorporate appronexssages in mechanical or other necessary form
and forward it with instructions for the fulfillmérof the advertising order, check and verify
instructions, displays, broadcasts, or other medide utilized, to such a degree as normally
performed by advertising/marketing agencies andegarded as good practice. Even though the
state agency approval has been received, the ctortrshall be responsible for ensuring that there
are no typographical errors or omissions in thalfadvertisements.

c. The contractor shall audit and verify the accuratwll invoices from media outlets to ensure all
advertisements were run and correctly billed. d&hrertisements not run as requested, the contractor
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shall either schedule a make good or give crebiite contractor must maintain and keep all records
regarding make goods and credits.

d. Documentation and Reporting - The contractor spedipare and maintain the following media
documentation and shall submit reports to the sagtency as further required in the Reporting
Requirements section of this document.

1) The contractor must provide the state agency withies of all insertion orders, change orders,
and purchase orders with media/broadcast suppliers.

2) Additionally, the contractor shall regularly evai®amedia buys, markets, stations,
programming and/or daypart, time period rating pgikcosts, etc. and provide any evaluation
with recommendations to the state agency as deapmodpriate.

2.4.2 Creative Services- If creative services are required by the stagenay, the contractor shall provide
creative services necessary for: (1) the creatioanding, tags and logos, (2) the creation of
advertisements produced, (3) the creation of oilgdef®r production of premium items and permanent,
semi-permanent, and non-permanent point-of satghar collateral materials, and (4) any other cveat
services customarily performed by an advertisirgnay. The contractor shall perform as follows:

a. Prior to developing and submitting any creative qapts to the state agency, the contractor must
have a creative (brainstorming) in-person meetiniy Whe state agency to discuss concepts. In
addition, if required by the state agency, the i@mtbr shall develop a creative strategy document
for state agency approval based on information igea regarding the specific project. This
document shall be designed to answer specific qusstegarding the goals, targets, ideas to be
communicated, current thinking, etc.

b. In the course of creating, developing, designingema, advertisements, etc., if such items utibze
theme, the contractor must utilize any current therthe state agency. However, if desired by the
state agency, the contractor shall develop a nawdyislogan, tagline, and logo. Such development
shall be at the sole direction of the state ageamy shall be based on the results of independent
market research.

c. The contractor shall provide a minimum of threeralative creative scripts/storyboards, scripts, ads
layouts, etc. to the state agency for review. Qumesented, the contractor shall make state agency
requested changes as quickly as possible.

d. The contractor shall use images and messagesréhat all times commensurate with the dignity of
the State of Missouri.

e. Prior to final development, the contractor mustmsitkall creative concepts to the state agency for
review and comments in the form of rough layoutthwiritten copy. After rough layout, design,
and copy is approved by the state agency, the axiptr shall prepare and submit comprehensive
layouts to the state agency for final review andheceents. The contractor shall not complete a
project nor have it produced until the contracezeives final approval of copy and concepts from
the state agency.

f. Once print (including point-of-sale materials) lay® are approved, the contractor's creative
personnel shall take the advertising to a finalmfdor approval including all design, cop,y and
layout, all within designated deadlines. Upon appl of the state agency, sub-contractors can be
solicited for actual illustration or photography.

g. Once final-form advertising is approved, the corttva shall arrange for and/or provide all services
necessary to supply the advertising in whateven&meeded for the production process to occur
and for the advertising to air or be printed asrapgd.



RFP B3Z15066 Page 10

If legal services are necessary to confirm appat@ruse of a concept, name, or term that the
contractor strongly feels should be used, the actdr shall be responsible for obtaining and paying
for the legal services. However, with prior writtapproval of the state agency, legal fees condecte
with trademarking and copyrighting logos, namesptirer terms will be reimbursed by the state
agency.

Work Products/Materials — If required by the stagency, the contractor shall provide the state
agency with electronic files of all finished protki©r material created, produced, or designed for
use under the terms of the contract, including, @gpetphics, products, or other material or products

1) A copy of the text, graphics, products, or matesiahll be presented in paper format and in
medium accessible and/or viewable on personal ctargu

2) The electronic version shall be in PDF format dreotformat as designated and approved by
the state agency.

2.4.3 Media Production- If media production services are required by dta#de agency, the contractor shall
either provide or sub-contract to provide the smwirequired for production of final form approved
advertisements within required deadlines as follows

a.

If television productions approved by the state agency, the contractalt agree and understand
that the state agency may desire to have the s&evproduction handled through the production
facility operated by the Department of Elementand &econdary Education (DESE). Information
about DESE Media Production Services can be founah ¢he internet at:
http://dese.mo.gov/comm/mpslf the state agency handles the production tjindhe DESE Media
Production facility, the contractor shall remainadived in the production including creative advice,
etc., to the extent deemed necessary by the ctotr#lee state agency, and DESE Media Production
Services personnel. If not handled through DESHEliM&roduction Services, the contractor shall
submit at least three (3) written estimates foeuwision media production to the state agency for
approval.

1) The estimates must include all of the followingagaglicable for the production. All estimates
must identify all subcontractors or other partiegolved in the production work and their full
address.

. media production fees,

. director recommendation,

. pre- and post-production costs,

* talent fees,

. costs for audio, music, digital, and film transfer
. contractor fees associated with the production.

2) In the event that the contractor proposes to stil& television production company or
individual located outside the State of Missoune tontractor must provide the state agency
with justification that the services or faciliti@gthin Missouri were not adequate to complete
the required work or are not competitively pricedhe contractor shall understand that
generally, all production should be handled by Missfirms and individuals, unless there is a
substantial reason to go out of state.

3) Once production is approved by the state agencgctifial charges will exceed ten percent
(10%) more than the written estimate, the contractost provide and receive approval from
the state agency for revised estimates and a wiitsgification for the increase.
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b. If radio productionis approved by the state agency, the contractalt, shrequired by the state
agency, obtain and submit at least three (3) wriggtimates, in either an annual aggregate amount
or for each production, for production costs to stete agency for approval. The estimates shall
include studio time, sound effect costs, needledmysic, miscellaneous materials, phone patch
costs, CD copies, contractor fees, etc.

c. If print productionis required by the state agency, the contractall slgree and understand that to
the extent possible, the state agency will handiatipg through the State Printing Center.
Information about State Printing Services can beundb on the internet at:
http://content.0a.mo.gov/general-services/statetipg-center

1) If the state agency handles the printing througiteSPrinting, the contractor shall provide the
electronic files of the materials along with alaghics and fonts to the state agency in camera-
ready format and ready to send electronically t@l eompatible with, the State of Missouri
Print Shop; and must include color separationskelin graphics, fonts, and software
specifications. The contractor shall also prouige state agency with printing cost estimates
and printing specifications for each printed materiThe state agency will work with the State
of Missouri Print Shop for printing the materials.

2) However, if required by the state agency, the embdr shall be responsible for the printing
production. In such case, the contractor may beired to submit at least three (3) written
estimates for production costs to the state agmapproval.

d. As required by the state agency, the contractdl ghersee talent payments/invoices and paperwork
necessary for all actors/talent used in state ggpraductions. The contractor shall notify thetesta
agency for approval and make recommendations feoatinued use/holding fees.

2.4.4 Non-traditional media and high-tech marketindf advertising using non-traditional media oglmtech
marketing is required by the state agency, theraotdr shall integrate non-traditional media anghhi
tech marketing activities (including but not limdtéo interactive media, social media, mobile apsl
search engine optimization/marketing). If requeédtg the state agency, the contractor shall perform
internet site development, management, or analgics website. If required by the state agencg, th
contractor shall provide artistic direction ane: siesthetic design of a state agency’s website.

a. The contractor(s) must comply with state and emigeppolicies, standards including technology
standards, state accessibility standards, and sktarity standards, and procedures. Detailed
standards can be found on the Approved StandardsSéezurity Domain state websites at:
http://content.oa.mo.gov/information-technologyditsgovernance/enterprise-architecture  and
http://content.oa.mo.gov/information-technologyditsgovernance/enterprise-architecture/security-
domain Additional specific specifications may be inchadin the activity plan.

1) The contractor shall understand and agree thabtdwe of Missouri is continuing to develop a
technical architecture that defines compliance pmdluct components for State projects. As
architectural components are developed and publjskiee contractor shall ensure their
consulting work complies with the state’s then-euntr architecture standards. The state’s
architecture information can be foundhétip://oa.mo.gov/itsd/cio/enterprisearch.htm

2) All variances from the Missouri Enterprise Archiige Standards must be approved by the
State of Missouri’s Chief Information Officer.

3) If applicable, all programmers provided by the cactor(s) must adhere to and use
programming standards and documentation conventibtiee State of Missouri.

b. The contractor shall agree and understand thatdnéractor may be required to work with the
specific state agency's IT department through acifipenon-traditional media or high-tech
marketing. The state agency’s IT departmentpldl a vital role in the development of any of the
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website and mobile app development. Some of thaces that may be vital in the development
may include:

1) Architecture:Assist in the development of technical architextuncluding the facilitation of
discipline and domain discovery workshops, techHnieaearch, documentation and writing,
technical environment analysis, infrastructure wsial infrastructure planning, and impact
analysis.

2) Security, Privacy and AccessibilitySecurity Expertise related to Information Techgglo
Access Controls; Telecommunications and Networkgnd§ement Practices; Information
Technology Policy; Classification and Control; lsent Handling; Awareness and Training;
Business Continuity; Compliance; Risk Reviews; Ateftures and Models; Laws,
Investigations and Ethics; Application and Systdbevelopment; Cryptography; Computer
Operations Security; and Physical Controls. Pgvaicd accessibility expertise related to the
Americans with Disabilities Act and Federal Sectkb®dB compatibility reviews and solution
determination; privacy issues surrounding Healdutance Portability and Accountability Act
(HIPAA).

3) Mobile Application Development Application development to support mobile solntio
implementation. Work may include business analysjstems analysis, application design,
device testing, user feedback and pilot reviewsgliegtion coding/programming, application
testing, logical and physical network design, d@git activity, load balancing and
management reviews, application documentation awthnical writing. All mobile APPs
developed must include both Apple iOS and Andragdsions. All web based applications
must incorporate responsive design.

4) Accessible to Individuals with Disabilities Section 191.863 of the Revised Statutes of
Missouri (RSMo) requires state agencies to makermdtion technologies accessible to
individuals with disabilities. The State of Missisl Information Technology (IT)
Accessibility Standards http://www.oa.mo.gov/itsd/cio/standards/ittechngidgm) provide
direction for complying with RSMo 191.863. All procts provided by the contractor(s),
including enhancements, changes and upgrades topribducts, shall comply with the
applicable accessibility requirements of the Missdli Accessibility Standards, unless the
contractor(s)'s awarded bid response contains Bpelisclosure of product non-conformance
in a Voluntary Product Accessibility Template (VPA®r other comparable document.

 The contractor(s) shall promptly respond to any mamt brought to its attention
regarding accessibility of the products providedebader that were specified in the
contractor(s)’s awarded bid response as compliaotiyets. The contractor(s) shall
resolve such complaints by bringing the producb inbmpliance with the applicable
Missouri IT Accessibility Standards at no additibnast to the state. The contractor(s)
shall indemnify and hold harmless the State of Missand any Missouri government
entity purchasing the contractor(s)’s products frany claim arising out of the
contractor(s)’s failure to comply with the aforertiened requirements.

»  The contractor(s) must abide by the Missouri Dightedia Developers (DMD) Web
Guidelines, which include the mandatory accessgbilnformation for Section 508 and
Chapter 191 compliance for any web based syst&ager to the following web site:
http://www.oa.mo.gov/itsd/cio/standards/ittechngldgm

The State of Missouri’'s information technology eowiment is composed of a wide variety of
hardware, operating systems, development tools egudications. The Executive Order 06-34
resulted in the consolidation of budget and managerof state information technology resources
under the Office of Administration Information Tewlogy Services Division (OA-ITSD) for all
Executive Branch Departments with the exceptiothef Missouri State Highway Patrol (MSHP),
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Department of Conservation (MDC), and the Departneéi ransportation (MoDOT). Therefore,
the current and future IT Consulting contracts negand will continue to require prior approval of
OA-ITSD on the projects issued under the contraatept for MSHP, MDC, and MoDOT.
Additionally, the Judicial Branch and LegislativeaBch do not require OA-ITSD prior approval on
projects since they are not a part of the constailagencies.

2.4.5 Promotional/Collateral Material Distribution and Ifiiment — If required by the state agency, the

contractor shall perform any of, but not necessariimited to, the following services:

a. Distribution of Materials — If required by the staaigency, the contractor shall distribute colldtera

material such as brochures, posters, informatiomalings, and other similar marketing materials
such as specialty advertising items, video multimguesentations, etc., as approved by the state
agency.

Fulfilment Activities — If required by the stategency, the contractor shall perform fulfillment
activities in order to further the goals of thetestagency or otherwise encourage economic
development in the State of Missouri.

Merchandising Program — If required by the statenay, the contractor shall administer a
merchandising sales program. Such program mawudeclvholesale and retail sale of advertising
specialties of the state agency.

2.4.6 Public Relations, Image Building Activities, Editals, Internet Marketing, and Publicitylf required by

the state agency, the contractor shall performipublations activities designed to assist in réaglthe
state agency goals. As approved by the state wgéme contractor’s activity shall include but rizs
limited to:

a. Write editorials for publication and perform othmrblicity and image building activities on behalf

C.

of the state agency. The contractor must coordiaaty news release in advance with the state
agency and must obtain the state agency’s appfovall news releases, printed materials, and
publications issued by the contractor on behathefstate agency.

The contractor shall apply leverage to its mediatacts to cover and use stories about the state
agency or the state agency’s project.

Assist with promotions using the internet or otleisting or new electronic marketing methods.

2.4.7 Research and Market Analysisif required by the state agency, the contrashaill perform any of, but

not necessarily be limited to, the following resbaand market analysis:

a. The contractor shall employ research techniquesi¢asure: (1) the impact and effectiveness of

messages, creative designs, and media placemgtite(Bpinions of target audience members, and
(3) decision trends in the state agency projegestimatter, including any or all of the following:

1) Assisting the state agency in gathering public inpBuch public input shall include, but not
necessarily be limited to public forums, phone @ailraurveys, in person interviewing (formal
or informal), and statistical research, as necgssar

2) Assisting the state agency in publicizing marketesech and any conclusions drawn from
market research.

3) Compiling information from standard published syisveonducted by other organizations.

4) Conducting market research and analysis, custonneeys, product surveys, etc.

5) Providing a Library and Reference Service which rragfude obtaining reference material,
video, CD-ROM, and photographs needed for workgagsl by the state agency.
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2.5

251

6) The contractor shall develop a metrics for settingntifiable goals for use in measuring the
contractor’s success.

Administrative and Reporting Requirements:
The contractor shall not invoice nor be paid forspanel time for performing the administrative dsti
required in the following paragraphs nor for prépgiand submitting the required reports.

Customer Satisfaction Survey — Following completidreach project or hourly services, the contractor
must provide the state agency contact person wittustomer satisfaction survey questionnaire to
complete and return regarding the contractor’'sgeerénce related to such completed project/services.

2.5.2 Reports and Requirements of Division of Purchaaimg) Materials Management:

a. Usage Report —The contractor shall submit a sib{éith usage report every January 1 and every

July 1 to the Division of Purchasing and Materislanagement documenting the services provided
to date for all of the various using state agencieBhe contractor must submit the report

electronically in an analysis-ready format utilgirMicrosoft Excel containing at least the

information included herein as Attachment #2 arsb ahcluding columns for project specific data

regarding any committed participation by other oigations. Reports in PDF or similar format

shall be considered unacceptable. The contrabtiai enter new projects/services at the top and
shall update the information for any on-going petgeso that the semi-annual report reflects all
projects and services performed to date.

1) For each project listed on the report, the contractust include a copy of the customer
satisfaction survey completed by the state agemcyact person and shall verify that the
management of the contractor reviewed the feedpemkided by the state agency. If the state
agency did not complete and return the survey,ctir@ractor must include documentation
verifying that the contractor provided the survayestionnaire to the state agency, including
the name and contact information of the state agenaotact person to whom the survey was
provided.

Participation by Other Organizations - The contvachust comply with any Organization for the
Blind/Sheltered Workshop, Service-Disabled VetdBaisiness Enterprise (SDVE), and/or Minority
Business Enterprise/Women Business Enterprise (MBEH) participation levels committed to in
the contractor’s awarded proposal.

1) The contractor shall prepare and submit to the dw of Purchasing and Materials
Management a report detailing all payments madéhbycontractor to Organizations for the
Blind/Sheltered Workshops, SDVEs, and/or MBE/WBEstigipating in the contract for the
reporting period. The contractor must submit tegort on a monthly basis, unless otherwise
determined by the Division of Purchasing and MaterManagement.

2) The Division of Purchasing and Materials Managemeiili monitor the contractor's
compliance in meeting the Organizations for then®&heltered Workshop and SDVE
participation levels committed to in the contratoawarded proposal. The Division of
Purchasing and Materials Management in conjunctitth the Office of Equal Opportunity
(OEO) will monitor the contractor’'s compliance ireating the MBE/WBE patrticipation levels
committed to in the contractor's awarded proposdl.the contractor's payments to the
participating entities are less than the amountmitted, the state may cancel the contract
and/or suspend or debar the contractor from ppdiitig in future state procurements, or retain
payments to the contractor in an amount equaldw#hue of the participation commitment less
actual payments made by the contractor to the qgiyeating entity. If the Division of
Purchasing and Materials Management determineghibatontractor becomes compliant with
the commitment, any funds retained as stated abdlldye released.
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3) If a participating entity fails to retain the rerpd certification or is unable to satisfactorily
perform, the contractor must obtain other certifBE/WBESs or other organizations for the
blind/sheltered workshops or other SDVESs to fulfile participation requirements committed
to in the contractor's awarded proposal.

= The contractor must obtain the written approvaltleé Division of Purchasing and
Materials Management for any new entities. Thiprapal shall not be arbitrarily
withheld.

= If the contractor cannot obtain a replacement ntihe contractor must submit
documentation to the Division of Purchasing and eMats Management detailing all
efforts made to secure a replacement. The DivigibnPurchasing and Materials
Management shall have sole discretion in deterrgininthe actions taken by the
contractor constitute a good faith effort to sectlme required participation and whether
the contract will be amended to change the comragbarticipation commitment.

c. No later than 30 days after the effective datenheffirst renewal period, the contractor must submit
an affidavit to the Division of Purchasing and Matks Management. The affidavit must be signed
by the director or manager of the participating @igations for the Blind/Sheltered Workshop
verifying provision of products and/or services amnpliance of all contractor payments made to
the Organizations for the Blind/Sheltered Workshophle contractor may use the affidavit available
on the Division of Purchasing and Materials Managets website at
http://content.oa.mo.gov/sites/default/files/bsw¥it.doc or another affidavit providing the same
information.

2.5.3 State agency reports - The contractor shall urgledsand agree that depending on the activity ptan o
hourly as needed services required by the statecggany or all of the following reports may be uegqd
by the state agency. For each report specifienllpehe contractor must obtain the prior writtepraval
of the state agency on the format and design ofdpert prior to its first submission. As requireg the
state agency, the contractor shall comply withfthlewing:

a. Progress Report — If required by the state agencyaf activity plan or for individual activities
included in the activity plan, the contractor stmtbvide the state agency with a progress report fo
review and approval on a monthly basis unlessfaréifit reporting schedule is required by the state
agency. The progress report should outline tHeviahg information:

1) The specific accomplishments achieved during tpernteng period,

2) The specific activities and projects completed pars to the provision of the activity plan and
the completion dates of such tasks,

3) The specific planned activities for the next repgytperiod, and an itemized list of anticipated
expenditures and costs for such activities andepts)

4) The specific planned activities and projects amgjgated completion date(s) remaining to be
completed pursuant to the provisions of the agtipian,

5) A specific editorial and public relations evaluatiwhich must include publication profiles, tear
sheets, and clippings, as appropriate.

6) Any other pertinent information and accomplishmdriam the reporting period.

b. Budget Information:

1) Budget Assessment Report - On a monthly basis sirdeslifferent reporting schedule is
required by the state agency, the contractor shiélnit a written spreadsheet report to the state
agency that details the status of the approvedigcplan budget. The report shall include
documentation of the activity approval by the statgncy, each approved budget item by
activity, billed verses committed amounts, andrdreaining balance.
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2) Project Estimate Changes - Any time the actualscaistl expenses change, or if an estimate for
a specific activity changes, by more than ten per¢@0%) from the estimated amount
previously approved by the state agency, the cotmiranust provide revised estimates to the
state agency for approval and must include wriiestification for any increase. The
contractor must not proceed with execution of tttév/eéy until notification by the state agency
of approval to proceed based on the new estimates.

Usage Report - In addition to the usage report gtdanto the Division of Purchasing and Materials
Management, the contractor shall submit the usegert to any state agency requesting such report
in a frequency requested by such state agency. céhieactor shall submit the usage report to the
requesting state agency for only those servicegged for the specific state agency. The contracto
must submit the report electronically, in an anialysady format specified by the state agency, such
as Microsoft Excel or Access.

Annual Report — If required by the state agenceg, ¢bntractor shall submit a report containing
documentation measuring the results of the actpliéy performed.

Ad Hoc Reports - The contractor shall develop amyige ad hoc reports as required and requested
by any using state agency at no additional cogd@cstate. The contractor must submit the ad hoc
reports electronically in an analysis-ready forsycified and approved by the using state agency.

2.5.4 Traffic - The contractor shall provide all traffaervices necessary for the timely completion ofesta

255

agency activity plan.

The contractor must maintain financial and accagntecords and evidence pertaining to the conimact
accordance with generally accepted accounting iptess and other procedures specified by the state
agency.

a. The contractor shall make all such records, boaks, other documents relevant to the contract

available to the state agency and/or its desigaréfor the Missouri State Auditor in an acceptable
format and at all reasonable times during the tefrtihe contract, and for three (3) years from the

date of final payment on the contract or the comigleof an independent audit, whichever is later.

If any litigation, claim, negotiation, audit, orhar actions involving the records has been started
before the expiration of the retention period, ¢batractor shall retain such records until completi

of the action and resolution of all issues whidseafrom it.

The contractor shall permit governmental auditord/ar authorized representatives of the State of
Missouri to have access, for the purpose of audéxamination, to any of the contractor's books,

documents, papers, and records recording receiptslisbursements of any of the funds paid to the
contractor. The contractor further agrees that aungit exception noted by governmental auditors
shall not be paid by the state agency and shatdeole responsibility of the contractor. However

the contractor shall have the right to contest angh exception by any legal procedure the
contractor deems appropriate. The state agendypail the contractor all amounts which the

contractor may ultimately be held entitled to reeeas a result of any such legal action.

Contract Monitoring - The state agency reservesrigig to monitor the contract throughout the
effective period of the contract to ensure finahalad contractual compliance. The state agency
shall have the right, acting by itself or throuthauthorized representatives, to enter the prenoike
the contractor at all times to examine the faelitiand to inspect and copy the records of the
contractor pertaining to the operation thereoftegldo the state agency account.

2.5.1 Coordination of Services - The contractor shallpgrate and coordinate services with the state ggenc

and designees of the state agency in order fooaltmted message to be presented. The contswbr
understand that the state agency may have additontéracts with other entities for similar or reld
services. The contractor shall work with any satfer entity to the extent required by the staenay.
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2.6

2.6.1

2.6.2

2.6.3

2.6.4

The contractor shall base all services and actidéas with the coordinated input of appropriatgest
agency staff and designees including researchnv#tion obtained by the state agency or its various
programs/contracts.

Invoicing and Payment Requirements:
Prior to any payments becoming due under the cotntifae contractor must return a completed State of

Missouri Vendor Input/ACH-EFT Application, which gownloadable from the Vendor Services Portal
at: _https://www.vendorservices.mo.gov/vendorservicedd¥ Default.aspx.

a. The contractor understands and agrees that the &tdissouri reserves the right to make contract
payments through electronic funds transfer (EFT).

b. The contractor must submit invoices on the contréctoriginal descriptive business invoice form
and must use a unique invoice number with eachaéeveaubmitted. The unique invoice number will
be listed on the State of Missouri’'s EFT addendaoord to enable the contractor to properly apply
the state agency’s payment to the invoice submitléte contractor may obtain detailed information
for payments issued for the past 24 months fromStiage of Missouri’s central accounting system
(SAM 11) on the Vendor Services Portal at:

https://www.vendorservices.mo.gov/vendorservicesdi®efault.aspx

The contractor shall agree and understand theBtdte of Missourdoes not make advanced payments
to the contractor for any services performed or goods purchasedayiged. In addition, the contractor
shall not invoice or be paid for performing theadising requirements required herein.

a. The contractor must ensure that all services haea lprovided prior to submitting an invoice to the
state agency for payment/reimbursement from the sigency.

b. From the time of approval of the contractor’s iroeby the state agency, the state agency estimates
that payment may take an average of approximalétyy t(30) calendar days. The contractor shall
pay all suppliers, media, production facilitiesnglers, subcontractors, etc. by no later than two (2
calendar weeks after the date of the payment tctinsairom the State of Missouri.

By no later than the f0of each month, or by a date otherwise agreed lsehifee using state agency and
the contractor, the contractor shall prepare ardiveteto the using state agency an invoice with an
accounting of the expenditures for the prior montémized by project, and accumulative total for
performance of all services for the contract period

a. On the face of all invoices, the contractor mushitfy the project by name, the associated product,
description of each expenditure, approved job numbbates and all charges associated with the
expense, along with appropriate attached estimakég. contractor must attach a detailed listing of
the time and activities for each project, as weltlee personnel classification and assigned peyson’
name for each person whose hours of service ataded on the invoice. Failure to submit
sufficient documentation shall result in rejectifithe invoice until acceptable documentation of al
invoiced amounts is received.

b. For all advertisement insertions included on theoice, the contractor must submit tear sheets,
publishers affidavit of publication or broadcasidéor electronic equivalent (such as Novus) noted
with the date of publication.

For performance of services, the contractor shally be paid and reimbursed: (1) after the succéssfu
completion of all the contractor’'s responsibilitiedated to invoiced services, (2) after receiptaof
itemized invoice and all required reports approbgdhe state agency for services actually provigay,
only for services and expenses which were prewoalsproved by the state agency as part of theictiv
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plan and detailed budget required previously oa apecific amount for required services, and (4ais
forth below.

a. Media Planning and Placement/Purchases - The abotnaust provide an invoice to the using state
agency which must itemize all media expendituregtfe month by project and which must include
(1) documentation itemizing each media purchaseaevtiee advertisement ran and (2) the date the
advertisement ran in each media and (3) the praiagbcharged to the using state agency in
compliance with the following:

1) Actual Media Costs - The invoice shall identify thetual price charged by the media for the
advertisement and in all cases when the media psecimcluded the standard agency discount
of fifteen percent (15%), the contractor must dedie standard agency discount of the entire
fifteen percent from the amount invoiced to theestaency.

2) Contractor’'s Fee - For each advertisement projectddition to paying the contractor the price
charged by the media for the advertisement spawe/is specified above, the state agency
shall also pay the contractor the firm fixed petage fee specified on the pricing page for
Media Planning and Placement/Purchase. Therefoeecontractor shall also be permitted to
invoice each using state agency the contracto€smieich is specified on the pricing page as a
percentage of the total amount invoiced. The amdairbe paid to the contractor shall be
calculated from the final total of each invoice factual media costs (as described above),
including the reduction of the standard agencyadliat of fifteen percent (15%) from the rates
charged by the media for advertising projects. Thatractor's fee shall constitute the
contractor's compensate for handling the placeroktite advertisement.

b. Creative Services, Media Production, non-traditiomedia and high-tech marketing, and other
Promotional/Collateral Material Production, PrigtinDistribution, and Fulfillment - The state
agency shall pay the contractor the actual costrird by the contractor in the production of media
advertisements.

1) Subcontracted costs/expenses - For purposes afdbisnent such actual cost may include, but
not necessarily be limited to actual subcontractthgrges and fees including talent costs,
music/jingles/tunes/lyrics costs, video/audio/prctéhn costs, personnel, royalties, special fees,
rights, property/scenery/materials, haulage, auidival studios, stages, tele-transcriptions,
artwork, photography, photostats, etc.

2) Contractor personnel costs - Actual cost may atetude the number of hours of creative
services, media production services, and other gtiomal/collateral material production,
printing, distribution and fulfillment services pemed by the contractor's personnel at the
firm fixed price per hour stated on the pricing @ag

c. For all other services performed by the contraemm@pproved by the state agency, the contractor
shall be paid onlythe actual cost incurred by the contractor. Nditewhal commission, fee, etc.
shall be paid. Such services may include actigign development, fulfillment services, image
building activities, editorials, publicity, markaey activities, research, market analysis, POS or
collateral material production services, interaetiand high-tech marketing, and/or any other
services included by the contractor in the actiyityn and approved by the state agency as stated
herein.

2.6.5 Contractor’s personnel:
a. For purposes of this document, all direct servieasept for those services for media planning and

placement/purchase) provided by the contractortsqmel in accordance with the requirements
herein shall be considered part of the actual ogttfor authorized services per the contract.
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1) If the contractor develops a media plan but theestgency elects not to proceed with media
buys, the personnel time involved in the plannihglisbe billable hours at the per hour price
for such personnel stated on the pricing page.

2) In addition, other services provided by media pengb not directly related to planning and
placing media, shall be considered billable hours.

b. Upon receipt of an itemized invoice and verificatmf services actually provided by the contractor’s
personnel, the contractor shall be paid the fiired, per hour price shown on the pricing page for
each personnel classification.

c. Indirect, support (including those requirementduded under the Administrative and Reporting
Requirements herein), and supervisory personnaishghall not be invoiced nor paid, unless such
personnel provide a direct service for the stasmneag

d. The contractor shall not be paid the hourly prioe personnel while actually traveling unless
specifically approved by the state agency as gdheoadvertising/marketing campaign.

1) For example, the time the personnel spends tray&iam official domicile to Jefferson City or
any other state agency meeting location shalbedbillable under the contract, including travel
for the required meetings.

2) However, as another example, if the marketing cagnpealls for the contractor’'s personnel to
travel on a travel outing, the state agency may@ampayment of hourly prices for the time
the person is traveling.

2.6.6 Reimbursement for Specific Expenses - For purpadethis document, expenses incurred by the
contractor in the development and implementatiorthef approved activity plan or hourly as needed
services in accordance with the requirements hesieatl be considered part of the actual net cast fo
authorized services per the contract. Thereftwe contractor shall be reimbursed for such expeases
specified below:

a. Postage/delivery expenses:

1) The state agency will reimburse the contractordielivery charges, including, but not limited
to: postage charges, overnight charges, copyirg, &bm the contractor to state agency
representatives, suppliers, publishers, broadsastier addition, all delivery charges for point-
of-sale delivery from the printer to the state axyenpffices will be reimbursed by the state
agency. The state agency will reimburse the cotrador distribution of final-form
advertisements to media outlets and if applicalilggr POS.

2) The state agency will reimburse the contractorpfastage which was required for direct mail
advertisement, brochures, letters, etc., to themgpublic or a specialized market group under
the following conditions:

» if such correspondence is mailed in the name afver the signatures of the state agency as
part of the approved advertising/marketing planand
» If such correspondence has the prior written apgdrolthe state agency.

b. Travel reimbursement — Except for travel required the contractor to service the state agency
account (i.e.: account service), the contractail ¢fe reimbursed as specified below only for tfave
expenses incurred within the geographic boundaofeshe State of Missouri when contractor
personnel are required to travel away from the reatdr’'s official domicile in order to fulfill the
requirements of the contract. The contractor sigiée and understand that travel and travel telate
expenses for account service personnel shall natib#ursed under most circumstances, including
for meetings with state agency personnel, and eavel outside the geographic boundaries of the
State of Missouri shall not be reimbursed. Thetrambor must obtain the written approval of the
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state agency prior to incurring any travel expens€ke contractor must provide the state agency
with the amount of detail on the travel requesteaigiired by the state agency in order for the state
agency to review the appropriateness of travelestichated travel charges.

1) Mileage — The contractor shall be reimbursed fawel mileage at the current per mile
reimbursement rate ordered by the commissioneduwiirdstration pursuant to section 33.095,
RSMo. The current per mile reimbursement rate lsanfound at the following website:
http://content.0a.mo.gov/accounting/state-employes®l-portal-information/mileage

2) Lodging — If overnight lodging is approved by th&ate agency, the contractor shall be
reimbursed for actual lodging expenses incurregestitto the maximum amounts specified in
the Contiguous US Per Diem Rates (CONUS) which caa accessed from
http://content.oa.mo.gov/travel-portay clicking on CONUS Rates (lodging only) on tlet |
hand side of the page or by clicking on the link‘feer Diem Rates” at the following Internet
address: http://www.gsa.gov If contractor’s lodging costs will exceed thmilis specified in
CONUS, the contractor must obtain the prior writigoproval of the state agency for an
exception to CONUS. The decision to approve orydbe exception request shall rest solely
with the state agency and shall be based on thatisib.

3) Meals — The contractor shall be reimbursed forabtial cost of meals subject to the most
current maximum meal per diem found under the TraResources tab at
http://content.oa.mo.gov/travel-portaly clicking on the “State Meals Per Diem Rates and
Information” link.

4) Other miscellaneous travel expenses — The contrab#dl be reimbursed the actual amount of
other travel expenses incurred, provided that thie sagency approved the possibility for and
estimates of such expenses in advance and thacthal expenses incurred are reasonable for
the location in which the travel occurred.

c. Telephone expenses:

1) The contractor shall be reimbursed the actual ot @f long distance telephone calls that must
be made to complete a special project assigndtetodntractor by the state agency such as:

* arequired high impact mailing that requires extenproduct research gathering,
* arequired special phone surveys, and/or
e arranging business calls.

2) Other than the specific instances listed abovectimractor will not be reimbursed and shall be
responsible for all other telephone expenses imediidbut not necessarily limited to:

e expenses occurring in the normal conduct of busihesween the contractor and the state
agency

e the cost of a leased wire, if any,

e expenses occurring as a result of normal businefis between the contractor and
suppliers/subcontractors, including calls for pfaeeat of media, to find suppliers, etc. and

» the cost for Internet access and usage, and

e any other such telephone expenses.

d. Facsimile and Telegram Expenses - The state agshall only reimburse the contractor for
facsimile and/or telegram expenses when such egpeare incurred at the prior written request of
the state agency and when the request for serai@slocumented as rush services not otherwise
required by the contract but considered necessathe successful operation of the state agency
goals. The contractor shall agree and understhat éxamples of such rush services where
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2.6.7

2.6.8

2.6.9

2.6.10

2.6.11

2.6.12

2.7

2.7.1

2.7.2

2.7.3

facsimile and or telegram expenses may be reimbupse the above shall be when either such
communication is required for immediate cancellatad space, immediate changing of copy, or
similar modifications or departures from the regutting of business.

e. Copyright Expenses - In the event that the condréastrequired to obtain a copyright and/or registe
a logo, etc. in the name of the State of Missaime, contractor shall be paid the actual net cost
associated with obtaining such copyrights and tegiens.

f. Invoicing and Payment — The contractor must itemat@xpenses incurred including miles traveled
on the invoice submitted to the state agency fonlvarsement and must attach original receipts for
expenses. The contractor shall be reimbursed doh £xpenses, after receipt of all required
documentation and approval by the state agendyeoint/oice and documentation.

1) The contractor shall be reimbursed for such expensdter receipt of all required
documentation and approval by the state agendyeoint/oice and documentation.

Other than the payments and reimbursements spkaifieve, no other payments or reimbursements shall
be made to the contractor for any reason whatsoeatuding, but not limited to taxes, insurance,
interest, penalties, termination payments, attofaey, liquidated damages, etc.

The contractor shall understand that each statacgigatilizing the contractor’s services shall béeko
responsible for payment for only those servicesiested by that state agency.

Notwithstanding any other payment provision of tieatract, if the contractor fails to perform reeuair
work or services, fails to submit reports when dueis indebted to the United States, the state@ge
may withhold payment or reject invoices under thetact.

Final invoices are due by no later than thirty (8@)endar days of the expiration of the contrathe
state agency shall have no obligation to pay angiae submitted after the due date.

If a request by the contractor for payment or reirsbment is denied, the state agency shall prdiigle
contractor with written notice of the reason(s)denial.

If the contractor is overpaid by the state agengon official notification by the state agency, the
contractor shall provide the state agency (1) wittheck payable as instructed by the state aganttei
amount of such overpayment at the address spedifiede state agency or (2) deduct the overpayment
from the monthly invoices as requested by the stgémcy.

Missouri Statewide Contract Quarterly Administrativ e Fee:

The contractor shall pay a one percent (1%) adinitige fee to the State of Missouri which shalplgp
to all payments received by the contractor for pibducts and services provided under the
contract. Payment of the one percent adminisgd#e shall be non-negotiable.

The contractor shall pay the administrative fethatend of each calendar quarter (i.e. March 3ie 30,
September 30, December 31). The total adminiggdge for a given quarter must equal one percent
(1%) of the total payments (minus returns and tsgdeceived by the contractor during the calendar
guarter as reported on the contractor's MissowteBtide Contract Quarterly Administrative Fee Repor
specified below. The administrative fee must beeinged by the Division of Purchasing and Materials
Management (DPMM) no later than theé"i&alendar day of the month immediately following #nd of

the calendar quarter, unless thd' 1S not a business day in which case the next basiday thereafter
shall be considered the administrative fee deadline

Payments shall be made using one of the followawgptable payment methods:
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2.7.4

2.8

2.8.1

28.2

2.8.3

2.8.4

a. Check: Personal check, company check, cashier's chacknaney order made payable to the
“Missouri Revolving Information Technology Trust mdl' and sent to the following mailing
address: Division of Purchasing and Materials M@naent, P.O. Box 809, Jefferson City, MO
65102 — 0809 OR Division of Purchasing and Materfdanagement, 301 West High Street, Room
630, Jefferson City, MO 65101-1517. The contndstpayment by check shall authorize the State
of Missouri to process the check electronicallyheTcontractor understands and agrees that any
returned check from the contractor may be preseatggdn electronically and may be subject to
additional actions and/or handling fees.

b. Electronic Payment Instructions on how to submit payments electralty by automated clearing
house (ACH) willbe provided upon request by contacting the DivisibRPurchasing and Materials
Management at (573) 751-2387.

All payments of the administrative fee shall induthe contract number on any check or transmittal
document. However, only one contract number masgrtered on a check or transmittal document. If
submitting an administrative fee payment for mérv@ntone contract, then a separate check or eléctron
payment and associated transmittal document musiitiraitted by the contractor for each contract.

Missouri Statewide Contract Quarterly Administrative Fee Report:

The contractor shall submit a Missouri Statewident@axt Quarterly Administrative Fee Report to the
Division of Purchasing and Materials Managementcitghall identify the total payments (minus returns
and credits) received by the contractor from stgencies, political subdivisions, universities, and
governmental entities in other states that wereenpagisuant to the contract.

The contractor shall prepare and submit the MigsBtatewide Contract Quarterly Administrative Fee
Report at the end of each calendar quarter (i.ectMal, June 30, September 30, December 31) fak tot
payments (minus returns and credits) received lgy dbntractor during the calendar quarter. The
Missouri Statewide Contract Quarterly AdministratiFee Report must be received by the Division of
Purchasing and Materials Management (DPMM) no l#ten the 1% calendar day of the month
following the reporting quarter entered on the repanless the I5is not a business day in which case
the next business day thereafter shall be considine reporting deadline. Even if there has bezn n
usage of the contract during the reporting quatier contractor must still submit a report and gatik no
payments were received by marking the appropriateoin the report form.

The Missouri Statewide Contract Quarterly Admiratitre Fee Report form may be downloaded from the
following DPMM website: http://content.0a.mo.gov/purchasing/vendor-infoiorat The Missouri
Statewide Contract Quarterly Administrative Fee éteps also included herein as Attachment #3. The
Missouri Statewide Contrac@uarterly Administrative Fee Report must be suladitising one of the
following methods:

« Mail: Division of Purchasing and Materials Management,
P.O. Box 809, Jefferson City MO 65102-0809

OR

Division of Purchasing and Materials Management,
301 West High Street, Room 630, Jefferson City, M&101-1517

e Fax (573) 526-9815
. Email: ereports@oa.mo.gov

The contractor shall agree that the Division ofdAasing and Materials Management reserves thetadght
modify the requested format and content ofNfissouri Statewide Contract Quarterly Administrativee
Report by providing thirty (30) calendar days verittnotice to the contractor. The contractor shiglh
agree the Division of Purchasing and Materials Mgnaent may unilaterally amend the contract, with
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2.9

29.1

29.2

2.9.3

thirty (30) calendar days notice to the contrattochange the method of payment of the administati
fee, the timing for submission of the Missouri Steide ContracQuarterly Administrative Fee Report,
and/or timing for payment of the administrative.féehe contractor shall understand and agree that i
such an amendment is issued by the Division of iagiog and Materials Management, the contractor
shall comply with all contractual terms, as amended

Missouri Statewide Contract Quarterly Usage Report:
The contractor shall submit a Missouri Statewident€art Quarterly Usage Report to the Division of

Purchasing and Materials Management (DPMM) whiddlgirovide the Data Element information listed
below:

Data Element Description

Contractor Name Contractor name as it appearseoodhtract.

Statewide Contragt Statewide contract number as listed on the covge md your contract
Number with the State of Missouri.

Report Contact Name| Name of the person completiagdport on behalf of the contractor.
Contact Phone Phone number for the person completing the report.

Number

Contact Email Address Email address for the pecsompleting the report.
Date Report Submitted Date the Missouri Statewidet@ct Quarterly Usage Report is submitted

to DPMM.
Reporting Quarter Quarter for which the contrataeporting purchases on the contract.
Entity Type Indicate the type of entity by enterit®)' for Missouri state agency, "R"

for Missouri political subdivision, "U" for Missouuniversity, or "O" for
political subdivision or state entity from anotistate.

Customer Name Customer's name. |If the customemidtiple locations, please only use
the main entity name.

Product or Service Description of product or service purchased.

Description

Purchase Purchase Authorization Number/ldentifier supplieg¢ bustomer tq

Authorization contractor.  Enter PO or other authorization nuritentifier. If

Number/ldentifier procurement card used, enter "P-Card".

Contract Line Item Line item number on the contract.

Number

Quantity Delivered Quantity (i.e. excluding returio$ products delivered. Enter a quantity|of
"1" for a service/project.

Unit Price Charged Unit Price Charged (i.e. exaigdicredits) for the product or service
purchased.

Extended Price Quantity Delivered X Unit Price Gjeat.

The contractor shall prepare and submit the Missstatewide Contract Quarterly Usage Report at the
end of each calendar quarter (i.e. March 31, JOn&8ptember 30, December 31) for the purchases mad
under the contract during the calendar quartere Nlissouri Statewide Contract Quarterly Usage Repor
must be received by the Division of Purchasing aderials Management no later than th& t&lendar
day of the month following the reporting quartetezad on the Missouri Statewide Contract Quarterly
Usage Report, unless the 15th is not a businesmdalyich case the next business day thereaftdr lsha
considered the reporting deadline. Even if thexe heen no usage of the contract during the regorti
guarter, the contractor must still submit a repod indicate no purchases were made.

The contractor must submit a Missouri Statewide t@ah Quarterly Usage Report electronically either
utilizing the “Missouri Statewide Contract QuareitUsage Report” worksheet included herein in
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29.4

2.10

2.10.1

2.10.2

2.10.3

Attachment #4 which is downloadable frdmtp://content.oa.mo.gov/purchasing/vendor-infoioraior
utilizing another format which is Excel-exportabl€he contractor must submit the Missouri Statewide
Contract Quarterly Usage Report to the followinga@raddress:ereports@oa.mo.gov

The contractor shall agree that the Division ofdAasing and Materials Management reserves thetadght
modify the requested format and content of the MisisStatewide Contract Quarterly Usage Report by
providing thirty (30) calendar days’ written notite the contractor. The contractor shall also eghe
Division of Purchasing and Materials Management miaijaterally amend the contract, with thirty (30)
calendar days’ notice to the contractor to chamgetiming for submission of the Missouri Statewide
Contract Quarterly Usage Report. The contractall simderstand and agree that if such an amendisient
issued by the Division of Purchasing and MaterMBnagement, the contractor shall comply with all
contractual terms, as amended.

Other Contractual Requirements:

Contract - A binding contract shall consist of: {i¢ RFP, amendments thereto, and any Best andl Fina
Offer (BAFO) request(s) with RFP changes/additio(®), the contractor's proposal including any
contractor BAFO response(s), (3) clarification lné {proposal, if any, and (4) the Division of Pusihg

and Materials Management's acceptance of the pabpeg “notice of award”. All Exhibits and
Attachments included in the RFP shall be incormatanto the contract by reference.

a. A notice of award issued by the State of Missooesinot constitute an authorization for shipment
of equipment or supplies or a directive to proceeth services. Before providing equipment,
supplies and/or services for the State of Missdhé,contractor must receive a properly authorized
purchase order or other form of authorization giterihe contractor at the discretion of the state
agency.

b. The contract expresses the complete agreemeneqgbaties and performance shall be governed
solely by the specifications and requirements aoaththerein.

c. Any change to the contract, whether by modificatoid/or supplementation, must be accomplished
by a formal contract amendment signed and apprdwedand between the duly authorized
representative of the contractor and the DivisibRPurchasing and Materials Management prior to
the effective date of such modification. The caator expressly and explicitly understands and
agrees that no other method and/or no other dodurmetuding correspondence, acts, and oral
communications by or from any person, shall be wsembnstrued as an amendment or modification
to the contract.

Contract Period - The original contract period Ebal as stated on the Notice of Award. The comtrac
shall not bind, nor purport to bind, the state &y contractual commitment in excess of the origina
contract period. The Division of Purchasing andidvials Management shall have the right, at ite sol
option, to renew the contract for two (2) additiboae-year periods, or any portion thereof. Inékent
the Division of Purchasing and Materials Managenercises such right, all terms and conditions,
requirements and specifications of the contractl seaain the same and apply during the renewal
period, pursuant to applicable option clausesisfdbcument.

Renewal Periods - If the option for renewal is eisad by the Division of Purchasing and Materials
Management, the contractor shall agree that theegrfor the renewal period shall not exceed the
maximum percent of increase for the applicablewah@eriod stated on the Pricing Page of the conhtra

a. If renewal percentages are not provided, then pribging renewal periods shall be the same as
during the original contract period.

b. In addition, the contractor shall understand angéeaghat any renewal period increases specified in
the contract are not automatic. At the time oftcat renewal, if the state determines funding does
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not permit the specified renewal pricing increaseven a portion thereof, the renewal pricing shall

remain the same as during the previous contra@aelf such action is rejected by the contractor,

the contract may be terminated, and a new procureprecess may be conducted. The contractor
shall also understand and agree the state mayndetefunding limitations necessitate a decrease in
the contractor’'s pricing for the renewal period(dj.such action is necessary and the contractor
rejects the decrease, the contract may be terndinated a new procurement process may be
conducted.

2.10.4 Termination - The Division of Purchasing and MatkxriManagement reserves the right to terminate the
contract at any time, for the convenience of treeSof Missouri, without penalty or recourse, byiryg
written notice to the contractor at least thirty0X3alendar days prior to the effective date ofhsuc
termination. In the event of termination pursutanthis paragraph, all documents, data, reporfslss,
equipment, and accomplishments prepared, furnigiiedompleted by the contractor pursuant to the
terms of the contract shall, at the option of thigidlon of Purchasing and Materials Management,
become the property of the State of Missouri. Gtwractor shall be entitled to receive compengs&to
services and/or supplies delivered to and accdptetie State of Missouri pursuant to the contraicirp
to the effective date of termination.

2.10.5 Transition:

a. Upon award of the contract, the contractor shalrkwwith the state agency and any other
organizations designated by the state agency torenan orderly transition of services and
responsibilities under the contract and to endugecontinuity of those services required by théesta
agency.

b. Upon expiration, termination, or cancellation oé tbontract, the contractor shall assist the state
agency to ensure an orderly and smooth transfeesgfonsibility and continuity of those services
required under the terms of the contract to an roegdion designated by the state agency. |f
requested by the state agency, the contractor ptwalide and/or perform any or all of the following
responsibilities:

1) The contractor shall deliver, FOB destination, wdkords, documentation, reports, data,
recommendations, or printing elements, etc., whige required to be produced under the
terms of the contract to the state agency and/thdacstate agency's designee within seven (7)
days after receipt of the written request in a fatrand condition that are acceptable to the state
agency.

2) The contractor shall discontinue providing servimeaccepting new assignments under the
terms of the contract, on the date specified by stete agency, in order to ensure the
completion of such service prior to the expiratudrthe contract.

3) If requested in writing via formal contract amendhtyghe contractor shall agree to continue
providing any part or all of the services in aceorce with the terms and conditions,
requirements and specifications of the contractafgreriod not to exceed 120 calendar days
after the expiration, termination or cancellaticated of the contract for a price not to exceed
those prices set forth in the contract.

2.10.6 Contractor Liability - The contractor shall be respible for any and all personal injury (includiceath)
or property damage as a result of the contraategtigence involving any equipment or service paedi
under the terms and conditions, requirements amtifepations of the contract. In addition, the
contractor assumes the obligation to save the $faldissouri, including its agencies, employees] an
assignees, from every expense, liability, or paytraeising out of such negligent act.
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2.10.7

2.10.8

a. The contractor also agrees to hold the State ofddis, including its agencies, employees, and
assignees, harmless for any negligent act or oomssommitted by any subcontractor or other
person employed by or under the supervision ottmractor under the terms of the contract.

b. The contractor shall not be responsible for anyrinjor damage occurring as a result of any
negligent act or omission committed by the StatMialsouri, including its agencies, employees, and
assignees.

c. Under no circumstances shall the contractor bddifdy any of the following: (1) third party clasn
against the state for losses or damages (otherthioge listed above); or (2) economic consequential
damages (including lost profits or savings) ordecital damages, even if the contractor is informed
of their possibility.

Insurance - The contractor shall understand andeatirat the State of Missouri cannot save and hold
harmless and/or indemnify the contractor or empdgy@gainst any liability incurred or arising agsult

of any activity of the contractor or any activity the contractor's employees related to the coturac
performance under the contract. Therefore, théractor must acquire and maintain adequate ligbilit
insurance in the form(s) and amount(s) sufficiemtptotect the State of Missouri, its agencies, its
employees, its clients, and the general publicregeany such loss, damage and/or expense related to
his/her performance under the contract. Generdl @her non-professional liability insurance shall
include an endorsement that adds the State of Misas an additional insured. Self-insurance cager

or another alternative risk financing mechanism inayutilized provided that such coverage is vdrifia

and irrevocably reliable and the State of Miss@ugrotected as an additional insured.

Subcontractors - Any subcontracts for the prodsetsices described herein must include appropriate
provisions and contractual obligations to ensuee dhiccessful fulfilment of all contractual oblimpats
agreed to by the contractor and the State of Missad to ensure that the State of Missouri is
indemnified, saved, and held harmless from andnagainy and all claims of damage, loss, and cost
(including attorney fees) of any kind related tgubcontract in those matters described in the acntr
between the State of Missouri and the contractor.

a. The contractor shall expressly understand and atirat he/she shall assume and be solely
responsible for all legal and financial respongibs related to the execution of a subcontract.

b. The contractor shall agree and understand thazattdn of a subcontractor to provide any of the
products/services in the contract shall in no weljeve the contractor of the responsibility for
providing the products/services as described anfibda herein.

c. The contractor must obtain the approval of the eStt Missouri prior to establishing any new
subcontracting arrangements and before changingsabgontractors. The approval shall not be
arbitrarily withheld.

d. Pursuant to subsection 1 of section 285.530, RSMa;ontractor or subcontractor shall knowingly
employ, hire for employment, or continue to empéoyunauthorized alien to perform work within
the state of Missouri. In accordance with secti®85.525 to 285.550, RSMo, a general contractor
or subcontractor of any tier shall not be liableewlsuch contractor or subcontractor contracts with
its direct subcontractor who violates subsectiaf &ection 285.530, RSMo, if the contract binding
the contractor and subcontractor affirmativelyesahat

1) The direct subcontractor is not knowingly in viddat of subsection 1 of section 285.530,
RSMo, and shall not henceforth be in such violation

2) The contractor or subcontractor receives a swdideit under the penalty of perjury attesting
to the fact that the direct subcontractor’'s empéayare lawfully present in the United States.
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2.10.9 Substitution of Personnel - The contractor agreesumderstands that the State of Missouri's agreeme
to the contract is predicated in part on the wilan of the specific key individual(s) and/or pmreel
gualifications identified in the proposal. Themefpothe contractor agrees that no substitutionuchs
specific key individual(s) and/or personnel quaétions shall be made without the prior writtenrappl
of the state agency. The contractor further agtiegisany substitution made pursuant to this payayr
must be equal or better than originally proposeditaat the state agency's approval of a substitstiall
not be construed as an acceptance of the submtitigperformance potential. The State of Missouri
agrees that an approval of a substitution willb®unreasonably withheld.

2.10.10 Authorized Personnel:

a. The contractor shall only employ personnel autleatito work in the United States in accordance
with applicable federal and state laws. This idel but is not limited to the lllegal Immigration
Reform and Immigrant Responsibility Act (IIRIRA) &iNA Section 274A.

b. If the contractor is found to be in violation ofighrequirement or the applicable state, federal and
local laws and regulations, and if the State ofddigi has reasonable cause to believe that the
contractor has knowingly employed individuals wine aot eligible to work in the United States, the
state shall have the right to cancel the contraatediately without penalty or recourse and suspend
or debar the contractor from doing business with state. The state may also withhold up to
twenty-five percent of the total amount due toc¢batractor.

c. The contractor shall agree to fully cooperate vaitly audit or investigation from federal, state, or
local law enforcement agencies.

d. If the contractor meets the definition of a bustestity as defined in section 285.525, RSMo,
pertaining to section 285.530, RSMo, the contrast@ll maintain enrollment and participation in
the E-Verify federal work authorization program hvitespect to the employees hired after
enrollment in the program who are proposed to workkonnection with the contracted services
included herein. If the contractor’s businessustathanges during the life of the contract to bexzom
a business entity as defined in section 285.52BJ&$ertaining to section 285.530, RSMo, then
the contractor shall, prior to the performanceryf services as a business entity under the contract

1) Enroll and participate in the E-Verify federal waakithorization program with respect to the
employees hired after enrollment in the program \ateproposed to work in connection with
the services required herein; AND

2) Provide to the Division of Purchasing and Materidisnagement the documentation required
in the exhibit titled, Business Entity Certificai, Enrollment Documentation, and Affidavit of
Work Authorization affirming said company’s/individl’s enrollment and participation in the
E-Verify federal work authorization program; AND

3) Submit to the Division of Purchasing and Materiddgnagement a completed, notarized
Affidavit of Work Authorization provided in the eiit titled, Business Entity Certification,
Enrollment Documentation, and Affidavit of Work Aarization.

e. In accordance with subsection 2 of section 285.9838Mo, the contractor should renew their
Affidavit of Work Authorization annually. A valiéffidavit of Work Authorization is necessary to
award any new contracts.

2.10.11 Contractor Status - The contractor is an indepenciemractor and shall not represent the contramtor
the contractor’'s employees to be employees of thte $f Missouri or an agency of the State of Misso
The contractor shall assume all legal and finanm@aponsibility for salaries, taxes, FICA, employee
fringe benefits, workers compensation, employeararsce, minimum wage requirements, overtime, etc.,
and agrees to indemnify, save, and hold the Stht®lissouri, its officers, agents, and employees,
harmless from and against, any and all loss; @osiuding attorney fees); and damage of any kirnateel
to such matters.



RFP B3Z15066 Page 28

2.10.12 Coordination - The contractor shall fully coordimatll contract activities with those activities thie
state agency.

a. As the work of the contractor progresses, adviegkiaformation on matters covered by the contract
shall be made available by the contractor to tladesagency or the Division of Purchasing and
Materials Management throughout the effective mkabthe contract.

b. The contractor shall have internal customer seryiokcies and procedures in place and shall
perform ongoing quality control measures to ensiaethe state agency’s objectives are being met.

2.10.13 Property of State:

a. The contractor shall agree and understand thataadyall of the following property and/or work
products, which are developed or acquired by tharaotor per the contract, shall become the
property of the State of Missouri, which shall ud¢ all rights and interests for present and future
publication, display, sale, copyright or other asedeemed appropriate by the state agency, unless
prior approval is received by the state agencysiiogle use or other restricted use. Original glesi
for the state agency are exclusive property ofStage of Missouri. No complete design (or art) or
any part of a design (or art) can be used by tiiractor in the production of products for another
client without the prior written consent of thetstagency.

1) All scripts, exhibits, film negatives, artwork (gimal and camera ready, including any font
modifications or artwork manipulation), design feats, copy, graphics, and concepts,

2) All programs, plans, materials, documents, repaontgerials, and recommendations, etc.

3) Releases from any and all talent involved in theediking;

4) All video and audio tapes, including duplicate amndtakes; and

5) All photography, with the exception of stock phatmghy, required to complete approved
assignments including non-published photography.

b. The State of Missouri shall have the full rightéproduce and/or use any products derived from the
contractor’'s work under the contract without paymehany royalties, fees, etc. except for those
fees, royalties, etc. charged by a subcontractaviged that: (1) the subcontract requires the
payment of such royalties, fees, etc. and (2) e @igency agrees to pay the royalties, feesfogtc.
continuous use of the product, prior to performarme the subcontractor or use of the
subcontractor’s property.

c. The State of Missouri understands and agrees tmataacillary software tools or pre-printed
materials (e.g., project management software tmotgaphic/creative software tools, etc.) developed
or acquired by the contractor that may be necesgarperform a particular service required
hereunder but not required as a specific deliverablthe contract, shall remain the property of the
contractor; however, the contractor shall be resibm for ensuring such tools and materials are
being used in accordance with applicable intellglgmoperty rights and copyrights.

d. Software, Systems, Modifications, and Warranty + siiftware application, information systems,
and licenses (including any web site programmind source codes) developed, acquired and/or
used by the contractor pursuant to the contradk lsbdahe property of the State of Missouri.

2.10.14 Confidentiality:

a. The contractor shall agree and understand thdisgllissions with the contractor and all information
gained by the contractor as a result of the cotdracperformance under the contract shall be
confidential and that no reports, documentationmaterial prepared as required by the contract
shall be released to the public without the pridtten consent of the state agency.
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b.

The contractor shall further agree that no repoldsumentation, or material prepared, including the
program(s) developed as required by the contraet] e used or marketed by the contractor or
released to the public without the prior writtemsent of the state agency.

If required by the state agency, the contractor ang required contractor personnel must sign
specific documents regarding confidentiality, séguror other similar documents upon request.

Failure of the contractor and any required persbtmeign such documents shall be considered a
breach of contract and subject to the cancellgironisions of this document.

The contractor shall agree that the state agernlzing the contractor's services may be required t
comply with 45 CFR 160 and 45 CFR 164, and thaictueve such compliance, the contractor must
appropriately safeguard Protected Health Infornmafas that term is defined in 45 CFR 164.501),
which the contractor receives from or creates oeikes on behalf of the state agency. In such
situations and to provide reasonable assurancemipriate safeguards, the contractor shall be
required to sign a Business Associate Agreememiged by the using state agency.

2.10.15 Publicity - Any publicity release mentioning cordractivities shall reference the contract numbet a
the state agency. Any publications, including audiual items produced with contract funds, shalég
credit to the contract and the state agency. Tmeractor shall obtain approval from the state agen
prior to the release of such publicity or publioas.

2.10.16 Inventions, Patents, and Copyrights

a.

If any copyrighted material is developed as a testithe contract, the state agency shall have a
royalty-free, nonexclusive and irrevocable righptilish or use, and to authorize others to use, th
work for state agency purposes or the purposeeoSthte of Missouri.

The contractor shall obtain copyrights and for stagi all logos, commercials, etc. in the name ef th
State of Missouri as instructed and approved bysthge agency. The contractor must submit all
final paperwork related thereto to the state agency

2.11 Federal Funds Requirements The contractor shall understand and agree thatdhact may involve
the use of federal funds. Therefore, for any fabemds used, the following paragraphs shall apply

2.11.1 Applicable Laws and Regulations - In performing riésponsibilities under the contract, the contracto
shall fully comply with the following Office of Magement and Budget (OMB) administrative
requirements and cost principles, as applicabéddting any subsequent amendments.

a.

b.

Uniform Administrative Requirements - OMB Circulah-102 — Grants and Cooperative
Agreements with State and Local Governments; a@FR 215 — Grants and Other Agreements
with Institutions of Higher Learning, Hospitals a@dher Non-Profit Organizations (OMB Circular
A-110).

Cost Principles:

1) 2 CFR 225 — State, Local and Indian Tribal Govermsi¢OMB Circular A-87);
2) 2 CFR 230 — Non-Profit Organizations (OMB Circubaf22);

3) 2 CFR 220 Educational Institutions (OMB Circular24);

4) 48 CFR 31.2 — For-Profit Organizations; and

5) 45 CFR 74 Appendix E — Hospitals.

2.11.2 Steven’'s Amendment — In accordance with the Departsnof Labor, Health and Human Services, and
Education and Related Agencies Appropriations Auplic Law 101-166, Section 511, “Steven's
Amendment”, the contractor shall not issue anyestants, press releases, and other documents
describing projects or programs funded in wholengrart with Federal funds unless the prior approtva
the state agency is obtained and unless they glstate the following as provided by the state agen
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2.11.3

2114

2.115

2.11.6

2.11.7

2.11.8

2.11.9

a. The percentage of the total costs of the programrofect which will be financed with Federal
funds;

b. The dollar amount of Federal funds for the proggbrogram; and

c. The percentage and dollar amount of the total afgtse project or program that will be financed by
nongovernmental sources.

The contractor shall comply with 31 U.S.C. 135atielg to limitations on use of appropriated funas t
influence certain federal contracting and finantiahsactions. No funds under the contract shalldsel
to pay the salary or expenses of the contractaxgent acting for the contractor, to engage inautivity
designed to influence legislation or appropriatipeading before the United States Congress or Misso
General Assembly. The contractor shall comply wath requirements of 31 U.S.C. 1352 which is
incorporated herein as if fully set forth. The gantor shall submit to the state agency, when eaiplé,
Disclosure of Lobbying Activities reporting forms.

The contractor shall comply with the requiremeritshe Single Audit Act Amendments of 1996 (P.L.
104-156) and OMB Circular A-133, including subsetgjuemendments or revisions, as applicable or 2
CFR 215.26 as it relates to for-profit hospitald @ammercial organizations. A copy of any audgom
shall be sent to the state agency each contractifyapplicable. The contractor shall return te state
agency any funds disallowed in an audit of the rzantt

The contractor shall comply with the Pro-Childret A0f 1994 (20 U.S.C. 6081), which prohibits
smoking within any portion of any indoor facilitysed for the provision of services for children as
defined by the Act.

The contractor shall comply with 37 CFR part 40Rights to Inventions Made by Nonprofit
Organizations and Small Business Firms Under Gawenmt Grants, Contracts and Cooperative
Agreements," and any implementing regulations ppdicable.

The contractor shall comply with all applicablerstards, orders or regulations issued pursuanteo th
Clean Air Act (42 U.S.C. 7401 et seq.) and the Fade/ater Pollution Control Act as amended (33
U.S.C. 1251 et seq.).

If the contractor is a sub-recipient as define®¥B Circular A-133, Section 210, the contractorlsha
comply with all applicable implementing regulationsnd all other laws, regulations and policies
authorizing or governing the use of any federatiBipaid to the contractor through the contract.

The contractor shall comply with the public poli®quirements as specified in the Department of tHeal
and Human Services (HHS) Grants Policy Statement:
(http://www.hhs.gov/asfr/ogapa/grantinformation/hps07. pdf:

2.11.10 The contractor shall comply with Trafficking VictsnProtection Act of 2000 (22 U.S.C. 7104), as

amended.

2.11.11 The contractor shall provide a drug free workplacaccordance with the Drug Free Workplace Act of

1988 and all applicable regulations. The contrastwall report any conviction of the contractor’s
personnel under a criminal drug statute for violai occurring on the contractor's premises or loé t
contractor's premises while conducting official imess. A report of a conviction shall be madehi® t
state agency within five (5) working days after toaviction.

2.11.12 Non-Discrimination and ADA - The contractor shalbngply with all federal and state statutes,

regulations and executive orders relating to namolisnation and equal employment opportunity to the
extent applicable to the contract. These inclugeabe not limited to:

a. Title VI of the Civil Rights Act of 1964 (P.L. 8852) which prohibits discrimination on the basis of
race, color, or national origin (this includes widuals with limited English proficiency) in
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programs and activities receiving federal finanaakistance and Title VIl of the Act which
prohibits discrimination on the basis of race, coloational origin, sex, or religion in all
employment activities;

Equal Pay Act of 1963 (P.L. 88 -38, as amended).8C. Section 206 (d));

Title IX of the Education Amendments of 1972, asaded (20 U.S.C 1681-1683 and 1685-1686)
which prohibits discrimination on the basis of sex;

Section 504 of the Rehabilitation Act of 1973, asaded (29 U.S.C. 794) and the Americans with
Disabilities Act of 1990 (42 U.S.C. 12101 et segljich prohibit discrimination on the basis of
disabilities;

The Age Discrimination Act of 1975, as amended @4%5.C. 6101-6107) which prohibits
discrimination on the basis of age;

Equal Employment Opportunity — E.O. 11246, “Equatfoyment Opportunity”, as amended by
E.O. 11375, “Amending Executive Order 11246 Retatm Equal Employment Opportunity”;
Missouri State Regulation, 19 CSR 10-2.010, CiwgH®s Requirements;

Missouri Governor’s E.O. #94-03 (excluding artitilelue to its repeal);

Missouri Governor’s E.O. #05-30; and

The requirements of any other nondiscriminatiorefatland state statutes, regulations and executive
orders which may apply to the services providedhgacontract.
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3.1

3.11

3.1.2

3.1.3

3.1.4

PROPOSAL SUBMISSION INFORMATION
Submission of Proposals:

ELECTRONIC SUBMISSION OF PROPOSALS THROUGH THE OME BIDDING/VENDOR
REGISTRATION SYSTEM WEB SITE IS NORVAILABLE FOR THIS RFP.

When submitting a proposal, the offeror shouldudel five (5) additional copies along with theirgonial
proposal. The front cover of the original propaslabuld be labeled “original” and the front coveratif
copies should be labeled “copy”.

a. In addition the offeror should provide one (1) cop¥ their entire proposal, including all
attachments, in Microsoft compatible format on a(§)r flash drive. The offeror should ensure all
copies and all media are identical to the offerdreadcopy original proposal. In case of a
discrepancy, the original hardcopy proposal docurskall govern.

b. Recycled Products - The State of Missouri recognibe limited nature of our resources and the
leadership role of government agencies in regartthéoenvironment. Accordingly, the offeror is
requested, but not required, to print the propdsable sided using recycled paper, if possible, and
minimize or eliminate the use of non-recyclable enats such as plastic report covers, plastic
dividers, vinyl sleeves, and binding. Lengthy megls may be submitted using printer or other
loose leaf paper in a notebook or binder.

c. Open Records - Pursuant to section 610.021, RShooptferor's proposal shall be considered an
open record after a contract is executed or alp@sals are rejected. At that time, all proposeds a
scanned into the Division of Purchasing and MalehNéganagement imaging system.

1) The scanned information will be available for viegithrough the Internet from the Division of
Purchasing and Materials Management Awarded Bid datact Document Search system.
Therefore, the offeror is advised not to includg ariormation in the proposal that the offeror
does not want to be viewed by the public, includumegsonal identifying information such as
social security numbers.

2) In preparing a proposal, the offeror should be rfihdf document preparation efforts for
imaging purposes and storage capacity that willdogired to image the proposals and should
limit proposal content to items that provide subs& quality of content, and clarity of
information.

To facilitate the evaluation process, the offememncouraged to organize their proposal into sestibat
correspond with the individual evaluation categodescribed herein. The offeror is cautioned ithiat

the offeror's sole responsibility to submit infortiaa related to the evaluation categories and that
State of Missouri is under no obligation to solgitch information if it is not included with thegmosal.
The offeror’s failure to submit such information yneause an adverse impact on the evaluation of the
proposal.

a. Each section should be titled with each individexluation category and all material related tae tha
category should be included therein.

b. The proposal should be page numbered.

c. The signed page one from the original RFP andigiiesl amendments should be placed at the
beginning of the proposal.

Questions Regarding the RFP — Except as may bevateestated herein, the offeror and the offeror’s
agents (including subcontractors, employees, ctargs| or anyone else acting on their behalf) must
direct all of their questions or comments regardhng RFP, the solicitation process, the evaluator,
to the buyer of record indicated on the first pag¢his RFP. Inappropriate contacts to other pansb
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3.2

3.21

3.2.2

3.2.3

3.24

3.3

3.3.1

3.3.2

3.3.3

are grounds for suspension and/or exclusion froetifip procurements. Offerors and their agents who
have questions regarding this matter should cottadbuyer.

a. The buyer may be contacted via e-mail or phonéag/is on the first page, or via facsimile to 573-
526-9816.

b. Only those questions which necessitate a changeet®FP will be addressed via an amendment to
the RFP. Written records of the questions and arswill not be maintained®fferors are advised
that any questions received less than ten calethag prior to the RFP opening date may not be
addressed.

c. The offeror may contact the Office of Equal Oppoityl (OEO) regarding MBE/WBE certification
or subcontracting with MBE/WBE companies.

Competitive Negotiation of Proposals The offeror is advised that under the provisionthed Request
for Proposal, the Division of Purchasing and MatsriManagement reserves the right to conduct
negotiations of the proposals received or to aveaodntract without negotiations. If such negobiasi
are conducted, the following conditions shall apply

Negotiations may be conducted in person, in wrjtardoy telephone.

Negotiations will only be conducted with potentjaticceptable proposals. The Division of Purchasing
and Materials Management reserves the right td limegotiations to those proposals which received th
highest rankings during the initial evaluation phad\ll offerors involved in the negotiation prosesill

be invited to submit a best and final offer.

Terms, conditions, prices, methodology, or othetiees of the offeror’'s proposal may be subject to
negotiation and subsequent revision. As part efrtagotiations, the offeror may be required to subm
supporting financial, pricing and other data inesrdo allow a detailed evaluation of the feasipilit
reasonableness, and acceptability of the proposal.

The mandatory requirements of the Request for Ralpshall_notbe negotiable and shall remain
unchanged unless the Division of Purchasing ancNéds Management determines that a change in such
requirements is in the best interest of the SthMissouri.

Evaluation and Award Process:

After determining that a proposal satisfies the daory requirements stated in the Request for Raipo
the evaluator(s) shall use both objective analgsid subjective judgment in conducting a comparative
assessment of the proposal in accordance withvleation criteria stated below. The contract Ishal
awarded to the lowest and best proposal.

= W 0 ] PP 90 points
b. Experience, Reliability, Expertise of Personnet] Method of Performance ............. 100 points
C. MBE/WBE PartiCIPAtiON .......ccciiieiiiiiiiiimeeae e et e e e e e e s e e e 10 points

After an initial screening process, a question amslver conference or interview may be conducteld wit

the offeror, if deemed necessary by the DivisiorPofchasing and Materials Management. In addition,
the offeror may be asked to make an oral presentadf their proposal during the conference.

Attendance cost at the conference shall be atfteeds expense. All arrangements and schedslivadj

be coordinated by the Division of Purchasing andevlals Management.

Separate evaluations shall be conducted for eaelyay of services and awards made accordinglye Th
State of Missouri reserves the right to make migdtgwards per each category of service.
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3.4

Evaluation of Cost:

3.4.1 Pricing — The offeror must provide pricing as reqdion the Pricing Page.

3.4.2 Objective Evaluation of Cost: The objective evéilnaof cost will be computed as follows:

3.5

351

a.

b.

C.

A single per hour price will be determined by agtng the per hour prices quoted for each
personnel classification stated on the Pricing Padée single average per hour price will be
multiplied times 600 hours for a total for persdnnié only one personnel classification is propmbse
the price for that personnel classification willdsed as the single average per hour price.

1) For the Media Planning and Placement/Purchase a&i@auonly, the evaluation of cost will
also include the percentage quoted for line itemk @fultiplied by $100,000. The total
determined from that calculation will be addedHe total for personnel.

The evaluation of cost will include the originaintiact period and any potential renewal periods.

Cost evaluation points shall be determined from gt of the results of the calculations stated
above using the following formula:

- , . Maximum Cost
Lowest Responsive Offeror’s Price . . .
W ponsiv : X Evaluation = Assigned Cost Points

Compared Offeror’s Price points (90)

The offeror shall agree and understand that thetties used in the evaluation of cost are provided
solely to document how cost will be evaluated. Bhate of Missouri makes no guarantee regarding
the accuracy of the quantities stated nor doesState of Missouri intend to imply that the figures
used for the cost evaluation in any way reflectialchor anticipated usage.

Evaluation of Offeror’'s Experience, Reliability, Expertise, and Method of Performance:

Experience and reliability of the offeror and exjser of the offeror's personnel will be considered
subjectively in the evaluation process. Thereftive,offeror is advised to submit information camoeg
the offeror’s organization, information documentthg offeror’s experience in past performancesedla
to the requirements of this RFP, and informatiorcwoenting the qualifications of the personnel
proposed by the offeror to perform the requiremaiftthis RFP. If the offeror is proposing an entit
other than the offeror to perform the required ®®&w, the offeror should also submit the informatio
requested for such proposed subcontractor.

a. Offeror Information - The offeror should providefarmation about the offeror's organization on

Exhibit A.

Experience - The offeror should provide informatioelated to previous and current
services/contracts of the offeror or offeror’'s pyeed subcontractor where performance was similar
to the required services of this RFP. The inforamatnay be shown on Exhibit B or in a similar
manner.

1) As part of the evaluation process, the State ofstis may contact the offeror’s references,
including references not listed or identified witlthe offeror's proposal but who have current
or previous experiences with the offeror.

2) The offeror shall agree and understand that thie $faMissouri is not obligated to contact the
offeror’s references.
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c. Personnel Expertise - The offeror should provide itiformation requested on Exhibit C for each
key person proposed to provide the services redjtiiszein. If additional personnel resources are
available, the offeror may provide information farch personnel by completing Exhibit D.

1) The information provided should be structured topkasize relevant qualifications and
experience of the personnel in completing contfpetforming services of a similar size and
scope to the requirements of this RFP.

2) The information submitted should clearly identifyepious experience of the person in
performing similar services and should include beiig and ending dates, a description of the
role of the person in such performances, resultthefservices performed, and whether the
person is proposed for the same services for tie 8t Missouri.

d. Personnel Qualifications - If personnel are not kgked, the offeror should provide detailed
descriptions of the required employment qualifimas; and detailed job descriptions of the position
to be filled, including the type of person proposedte hired.

3.5.2 Proposals will be subjectively evaluated basedhendfferor's plan for performing the requirements o
the RFP. Exhibit E is provided for the offeror'seuin providing information about the proposed rodth
of performance.

3.5.3 Samples - The offeror may submit samples of previaalvertising services performed or as a
demonstration of the type/quality of advertisingvgees that may be performed. However, the offeror
shall agree and understand that if submitted, sesngthall be at the offeror’'s expense. In additéoy,
samples remaining after the evaluation can be metuto the offeror at the offeror's expense, ifflsuc
return is stipulated by the offeror with the sulsios of the proposal. However, the State of Missou
reserves the right to keep any samples submittddthvé awarded proposal for comparison with sesvice
received.

3.6 Evaluation of Offeror's Minority Business Enterprise (MBE)/ Women Business Enterprise (WBE)
Participation:

3.6.1 In order for the Division of Purchasing and Matkrianagement (DPMM) to meet the provisions of
Executive Order 05-30, the offeror should secumtiggpation of certified MBEs and WBESs in providing
the products/services required in this RFP. Tigeta of participation recommended by the State of
Missouri are 10% MBE and 5% WBE of the total doitatue of the contract.

a. These targets can be met by a qualified MBE/WBIeroff themselves and/or through the use of
qualified subcontractors, suppliers, joint ventures other arrangements that afford meaningful
opportunities for MBE/WBE participation.

b. The services performed or the products providedVBE/WBEs must provide a commercially
useful function related to the delivery of the gantually-required service/product in a manner that
will constitute an added value to the contract ahdll be performed/provided exclusive to the
performance of the contract. Therefore, if thevisess performed or the products provided by
MBE/WBEs is utilized, to any extent, in the offésobligations outside of the contract, it shalt no
be considered a valid added value to the contratishall not qualify as participation in accordance
with this clause.

c. In order to be considered as meeting these targedsMBE/WBEs must be “qualified” by the
proposal opening date (date the proposal is du§ee below for a definition of a qualified
MBE/WBE.)

3.6.2 The offeror's proposed participation of MBE/WBEfis in meeting the targets of the RFP will be
considered in the evaluation process as specigémb
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a.

If Participation Meets Target:Offerors proposing MBE and WBE patrticipation perages that
meet the State of Missouri's target participatiengentage of 10% for MBE and 5% for WBE shall
be assigned the maximum stated MBE/WBE Participagicaluation points.

If Participation Exceeds TargetOfferors proposing MBE and WBE patrticipation pertages that
exceed the State of Missouri's target participatisimall be assigned the same MBE/WBE
Participation evaluation points as those meeting 8tate of Missouri’s target participation
percentages stated above.

If Participation Below Target: Offerors proposing MBE and WBE patrticipation gartages that are
lower than the State of Missouri’s target partitipa percentages of 10% for MBE and 5% for
WBE shall be assigned a proportionately lower nundfehe MBE/WBE Participation evaluation
points than the maximum MBE/WBE Participation ewadion points.

If No Participation: Offerors failing to propose any commercially use¥iIBE/WBE participation
shall be assigned a score of 0 in this evaluatidegory.

3.6.3 MBE/WBE Participation evaluation points shall bsigeed using the following formula:

Maximum

Assigned
Offeror’s Proposed MBE % £0% + WBE % <5% MBEWBE —  viBEwBE

X Participation L
State’s Target MBE % (10) + WBE % (5) Evaluati(?n points Participation
points

(10)

3.6.4 If the offeror is proposing MBE/WBE participatiom order to receive evaluation consideration for
MBE/WBE patrticipation, the offeror mugtrovide the following information with the propdsa

a. Participation Commitment - If the offeror is propus MBE/WBE participation, the offeror must

complete Exhibit F, Participation Commitment, bgtihg each proposed MBE and WBE, the
committed percentage of participation for each MB&d WBE, and the commercially useful

products/services to be provided by the listed MiBE WBE. If the offeror submitting the proposal

is a qualified MBE and/or WBE, the offeror mustlirde the offeror in the appropriate table on the
Participation Commitment Form.

Documentation of Intent to Participate — The offenaust either provide a properly completed
Exhibit G, Documentation of Intent to Participaterfs, signed and dated no earlier than the RFP
issuance date by each MBE and WBE proposed or praside a letter of intent signed and dated
no earlier than the RFP issuance date by each MIBBMBE proposed which: (1) must describe the
products/services the MBE/WBE will provide and éhpuld include evidence that the MBE/WBE
is qualified, as defined herein (i.e., the MBE/WBErtification Number or a copy of MBE/WBE
certificate issued by the Missouri OEO). If théeobr submitting the proposal is a qualified MBE
and/or WBE, the offeror is not required to complé&rhibit G, Documentation of Intent to
Participate Form or provide a recently dated leitentent.

3.6.5 Commitment — If the offeror's proposal is awardéte percentage level of MBE/WBE participation
committed to by the offeror on Exhibit F, Partidipa Commitment, shall be interpreted as a contiact

requirement

3.6.6 Definition -- Qualified MBE/WBE:

a.

In order to be considered a qualified MBE or WBE parposes of this RFP, the MBE/WBE must
be certified by the State of Missouri, Office of Aphistration, Office of Equal Opportunity (OEO)
by the proposal opening date.
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b. MBE or WBE means a business that is a sole prapskip, partnership, joint venture, or
corporation in which at least fifty-one percent¥®lof the ownership interest is held by minorities
or women and the management and daily businesatap®s of which are controlled by one or more
minorities or women who own it.

c. Minority is defined as belonging to one of the daling racial minority groups: African Americans,
Native Americans, Hispanic Americans, Asian AmangaAmerican Indians, Eskimos, Aleuts, and
other groups that may be recognized by the Offité@dvocacy, United States Small Business
Administration, Washington, D.C.

3.6.7 Resources - A listing of several resources thatazeglable to assist offerors in their efforts tentify
and secure the participation of qualified MBEs &BES is available at the website shown below or by
contacting the Office of Equal Opportunity (OEQ) at

Office of Administration, Office of Equal Opportupi(OEO)
Harry S Truman Bldg., Room 630, P.O. Box 809, Jetfe City, MO 65102-0809
Phone: (877) 259-2963 or (573) 751-8130
Fax: (573) 522-8078
Web site: http://0eo.mo.gov

3.7 Miscellaneous Submittal Information:

3.7.1 Organizations for the Blind and Sheltered WorksRogference - Pursuant to section 34.165, RSMo, and
1 CSR 40-1.050, a ten (10) bonus point prefereha# be granted to offerors including products and/
services manufactured, produced or assembled bwadifigd nonprofit organization for the blind
established pursuant to 41 U.S.C. sections 46 toot8a sheltered workshop holding a certificate of
approval from the Department of Elementary and Beéary Education pursuant to section 178.920,
RSMo.

a. In order to qualify for the ten bonus points, tbédwing conditions must be met and the following
evidence must be provided:

1) The offeror must either be an organization for ihied or sheltered workshop or must be
proposing to utilize an organization for the blstu#ltered workshop as a subcontractor and/or
supplier in an amount that must equal the gredt®5®00 or 2% of the total dollar value of the
contract for purchases not exceeding $10 million.

2) The services performed or the products providethbyorganization for the blind or sheltered
workshop must provide a commercially useful functicelated to the delivery of the
contractually-required service/product in a manthet will constitute an added value to the
contract and shall be performed/provided excludiwethe performance of the contract.
Therefore, if the services performed or the prosipecovided by the organization for the blind
or sheltered workshop is utilized, to any extentthe offeror's obligations outside of the
contract, it shall not be considered a valid addgde to the contract and shall not qualify as
participation in accordance with this clause.

3) If the offeror is proposing participation by an anigation for the blind or sheltered workshop,
in order to receive evaluation consideration fatipgpation by the organization for the blind or
sheltered workshop, the offeror must provide thiefang information with the proposal:

= Participation Commitment - The offeror must comgleExhibit F, Participation
Commitment, by identifying the organization for thiend or sheltered workshop and the
commercially useful products/services to be pradithg the listed organization for the
blind or sheltered workshop. If the offeror sudmg the proposal is an organization for
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the blind or sheltered workshop, the offeror muestisted in the appropriate table on the
Participation Commitment Form.

= Documentation of Intent to Participate — The offenoust either provide a properly
completed Exhibit G, Documentation of Intent totRgrate Form, signed and dated no
earlier than the RFP issuance date by the orgamizitr the blind or sheltered workshop
proposed or must provide a recently dated lettemteht signed and dated no earlier than
the RFP issuance date by the organization for lind br sheltered workshop which: (1)
must describe the products/services the organiz&iothe blind/sheltered workshop will
provide and (2) should include evidence of the oimgtion for the blind/sheltered
workshop qualifications (e.g. copy of certificate Gertificate Number for Missouri
Sheltered Workshop).

NOTE: If the offeror submitting the proposal is@ganization for the blind or sheltered
workshop, the offeror is not required to compleghibit G, Documentation of Intent to
Participate Form or provide a recently dated laiféntent.

b. A list of Missouri sheltered workshops can be foahthe following Internet address:
http://dese.mo.gov/se/sw/se-sw-directories.html

c. The websites for the Missouri Lighthouse for thénBland the Alphapointe Association for the
Blind can be found at the following Internet adde=ss

http://www.lhbindustries.com
http://www.alphapointe.org

d. Commitment — If the offeror's proposal is awardéae organization for the blind or sheltered
workshop patrticipation committed to by the offecor Exhibit F, Participation Commitment, shall
be interpreted as a contractual requirement.

3.7.2 Service-Disabled Veteran Business Enterprises (S)VPursuant to section 34.074, RSMo, and 1 CSR
40-1.050, the Division of Purchasing and MaterkEnagement (DPMM) has a goal of awarding three
(3) percent of all contracts for the performanceauy job or service to qualified service-disabletevan
business enterprises (SDVESs). A three (3) poimub@reference shall be granted to offerors inolydi
products and/or services manufactured, producedsembled by a qualified SDVE.

a. In order to qualify for the three bonus points, filléowing conditions must be met and the following
evidence must be provided:

1) The offeror must either be an SDVE or must be psomp to utilize as SDVE as a
subcontractor and/or supplier that provides attlta®e percent (3%) of the total contract
value.

2) The services performed or the products providedheySDVE must provide a commercially
useful function related to the delivery of the ecantually-required service/product in a manner
that will constitute an added value to the contead shall be performed/provided exclusive to
the performance of the contract. Therefore, ifdBevices performed or the products provided
by the SDVE are utilized, to any extent, in theeaff’s obligations outside of the contract, it
shall not be considered a valid added value t@timract and shall not qualify as participation
in accordance with this clause.

3) In order to receive evaluation consideration fortipgpation by an SDVE, the offeror must
provide the following information with the proposal

= Participation Commitment - The offeror must comgleExhibit F,, Participation
Commitment, by identifying each proposed SDVE, tbemmitted percentage of
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participation for each SDVE, and the commerciabgful products/services to be provided
by the listed SDVE. If the offeror submitting theoposal is a qualified SDVE, the offeror
must be listed in the appropriate table on theiédpation Commitment Form.

= Documentation of Intent to Participate — The offeroust either provide a properly
completed Exhibit G, Documentation of Intent to tRgrate Form, signed and dated no
earlier than the RFP issuance date by the SDVErecently dated letter of intent signed
and dated no earlier than the RFP issuance datieeb$DVE which: (1) must describe the
products/services the SDVE will provide and (2) tmirlude the SDV Documents
described below as evidence that the SDVE is ded]ifis defined herein.

= Service-Disabled Veteran (SDV) Documents - If atipgrating organization is an SDVE,
unless previously submitted within the past fivg (Bars to the DPMM, the offergnust
provide the following Service-Disabled Veteran (SRMcuments:

v'a copy of the SDV’s award letter from the Departt@drVeterans Affairs or a copy of
the SDV'’s discharge paper (DD Form 214, Certifigzt®elease or Discharge from
Active Duty); and

v'a copy of the SDV’s documentation certifying digiépby the appropriate federal
agency responsible for the administration of vetgraffairs.

NOTE:

a) If the offeror submitting the proposal is a qualfiSDVE, the offeror must include
the SDV Documents as evidence that the offerorifqglas an SDVE. However,
the offeror is not required to complete Exhibit G®gcumentation of Intent to
Participate Form or provide a recently dated ladféntent.

b) If the SDVE and SDV are listed on the followingdntet address, the offeror is not
required to provide the SDV Documents listed above.

http://content.oa.mo.gov/sites/default/files/sdstatig. pdf

b. Commitment — If awarded a contract, the SDVE pgdtton committed to by the offeror on Exhibit
F,, Participation Commitment, shall be interpredsdh contractual requirement.

c. Definition - Qualified SDVE:

1)

2)

3)

4)

5)

SDVE is doing business as a Missouri firm, corgorgtor individual or maintaining a
Missouri office or place of business, not includargoffice of a registered agent;

SDVE has not less than fifty-one percent (51%)ha& business owned by one (1) or more
service-disabled veterans (SDVSs) or, in the casangfpublicly-owned business, not less than
fifty-one percent (51%) of the stock of which isred by one (1) or more SDVs;

SDVE has the management and daily business opesatantrolled by one (1) or more SDVs;

SDVE has a copy of the SDV’s award letter from Erepartment of Veterans Affairs or a copy
of the SDV'’s discharge paper (DD Form 214, Cewuiécof Release or Discharge from Active
Duty), and a copy of the SDV’s documentation cyirti) disability by the appropriate federal
agency responsible for the administration of vetsraffairs; and

SDVE possesses the power to make day-to-day as asethajor decisions on matters of
management, policy, and operation.

3.7.3 Affidavit of Work Authorization and DocumentatiorPursuant to section 285.530, RSMo, if the offeror

meets

the section 285.525, RSMo, definition of a ustbhess entity”

(http://www.moga.mo.gov/statutes/C200-299/285000092®™), the offeror must affirm the offeror’s
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3.7.4

3.7.5

3.7.6

enrollment and participation in the E-Verify federeork authorization program with respect to the
employees hired after enroliment in the program vahe proposed to work in connection with the
services requested herein. The offeror should ¢etmppplicable portions of Exhibit H, Businessifgnt
Certification, Enrollment Documentation, and Affidtaof Work Authorization. The applicable portions
of Exhibit H must be submitted prior to an awardafontract.

Debarment Certification — The offeror certifies figning the signature page of this original docuimen
and any amendment signature page(s) that the offermt presently debarred, suspended, proposed fo
debarment, declared ineligible, voluntarily exclddeom participation, or otherwise excluded from or
ineligible for participation under federal assistamprograms. The offeror should complete and mettus
attached certification regarding debarment, etzhiltit | with the proposal. This document must be
satisfactorily completed prior to award of the cant.

The offeror should complete and submit Exhibit dsddllaneous Information.

Business Compliance - The offeror must be in coamgie with the laws regarding conducting business in
the State of Missouri. The offeror certifies bgrsng the signature page of this original docunzerd
any amendment signature page(s) that the offerdiaag proposed subcontractors either are presently
compliance with such laws or shall be in compliawith such laws prior to any resulting contract edva
The offeror shall provide documentation of compti@armupon request by the Division of Purchasing and
Materials Management. The compliance to condusinass in the state shall include, but not necigsar
be limited to:

Registration of business name (if applicable)

Certificate of authority to transact business/@ette of good standing (if applicable)
Taxes (e.g., city/county/state/federal)

State and local certifications (e.g., professiotipations/activities)

Licenses and permits (e.g., city/county licenskesspermits)

Insurance (e.g., worker’'s compensation/unemployroemntpensation)

~ooooTw
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4. PRICING PAGE
(c/s code: 91858-Media Services)

The offeror must complete this Pricing Pages withite prices and percentage applicable for each catego
of service proposed. The offeror must provide suclprices and percentages in accordance with the
provisions and requirements of this Request for Prposal. The offeror is advised to build any amounts
necessary for such indirect, support, and supervisg services into the rate for personnel classificans if
the offeror intends to receive any compensation fosuch services.

Media Planning and Placement/Purchase: If the offar is proposing to provide the media planning

and placement/purchase category of service, the efbr shall provide pricing/percentage as follows:

4.1.1 Percentage of Actual Medialhe offeror shall state a single firm fixed feethe form of a percentage of
the actual media costs (as defined in the invoi@nd payment section of this document) for Media
Planning and Placement/Purchase that shall be tffierods fee for media planning and
placement/purchase performed in accordance witlptbeisions and requirements included herein. All
costs associated with providing the media plannglggcement, and purchasing shall be included in the
stated fee. The offeror shall understand and atraethe percentage quoted must remain firm and
unchanged for all potential contract periods.

. . . Firm Fixed Fee in the Form of a
Line # Media Planning and Placement/Purchase Percentage of Actual Media Cost
001 Services related to planning and placing media. %

4.1.2 Personnel - Per hour pricesn addition, the offeror shall complete the doling table for each personnel
classification proposed to be available to prowadevices by providing a single firm fixed price fegich
such classification in accordance with the requéets of this RFP, when media purchases are not.made
In addition, if personnel have been identified doclassification, the offeror should identify thenmes of
the personnel proposed in the spaces provided.

ltem # Personnel Name(s) of all Personnel Proposeq:irm’ Fixed Price
(to be completed L. who are assigned to
upon any award) Classification Identified Classification Per Hour

Media Planning and Placement/Purchase Personigéliiable when media purchases are not made

1.
Media Strategy/Planning/Buying g $
1,
Media Tracking and Verfication % $
Other Media Planning & Placement Personnel I%s.t
specific classification) 3 $

4.2.1

Creative Services: If the offeror is proposing t@rovide the creative category of service, the offer

shall provide pricing as follows:

Personnel - Per hour prices The offeror shall complete the following tabler feach personnel
classification proposed to be available to prosdevices by providing a single firm fixed price feich
such classification in accordance with the requeets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultentify the names of the personnel proposed @& th
spaces provided.
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Item # Personnel Name(s) of all Personnel Proposeq:irm, Fixed Price
(to be completed e - who are assigned to
upan any award) Classification Identified Classification Per Hour
Creative Services Personnel
1.
Creative Direction % $
— 1
Art Direction % $
N 1.
Copywriting % $
) 1,
Design % $
Other Creative Personnel(list specific 1
classification) % $

Media Production: If the offeror is proposing to provide the media production category of service,

the offeror shall provide pricing as follows:

4.3.1 Personnel - Per hour pricesThe offeror shall complete the following tabler feach personnel
classification proposed to be available to prowadevices by providing a single firm fixed price fegich
such classification in accordance with the requiets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultentify the names of the personnel proposed @& th
spaces provided.

ltem # Personnel Name(s) of all Personnel Proposeq:irm’ Fixed Price
(to be completed e . who are assigned to
upon any award) Classification Identified Classification Per Hour
Media Production Personnel
1.
Production Management/Traffic g $
1.
Art Direction/Production % $
1.
Photo Direction/Production % $
1.
Audio/Video Direction/Production g $
1.
Graphics Production % $
Other Production Personnel (list specific 1:
classification) g $

44.1

Non-Traditional Media & High-tech Marketing: If th e offeror is proposing to provide the Non-

Traditional Media & High-tech Marketing category of service, the offeror shall provide pricing as
follows:

Personnel - Per hour prices The offeror shall complete the following tabler feach personnel
classification proposed to be available to prowsdevices by providing a single firm fixed price fgich
such classification in accordance with the requaets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultentify the names of the personnel proposed & th
spaces provided.
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Item # Personnel Name(s) of all Personnel Proposeq:irm, Fixed Price
(to be completed e - who are assigned to
upan any award) Classification Identified Classification Per Hour
Non-Traditional Media & High-tech Marketing Persehn
1.
Multimedia Design % $
) ) 1.
Web Site Production Development % $
1.
IT Staff % $
Other Interactive Personnel (list specific 1:
classification) g $

45.1

Promotional/Collateral/Material Development & Fulfillment: If the offeror is proposing to provide

the Promotional/Collateral/Material Development & Fulfillment category of service, the offeror
shall provide pricing as follows:

Personnel - Per hour prices The offeror shall complete the following tabler feach personnel
classification proposed to be available to prowsdevices by providing a single firm fixed price fegich
such classification in accordance with the requeets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultbntify the names of the personnel proposed @& th
spaces provided.

Name(s) of all Personnel Proposgd-. . .
ltem # Personnel (s) ) P qzlrm, Fixed Price
(to be completed e - who are assigned to

upan any award) Classification Identified Classification Per Hour

Promotional/Collateral/Material Development & Fliifient Personnel

Promotional

Collateral

Material Development

Fulfillment

Other Media Planning & Placement Personnel I%st
specific classification) 3

46.1

Public Relations, Image Building Activities, Editonals, Internet Marketing and Publicity Services:

If the offeror is proposing to provide the Public Relations, Image Building Activities, Editorials,
Internet Marketing and Publicity category of service, the offeror shall provide pricing as follows:

Personnel - Per hour prices The offeror shall complete the following tabler feach personnel
classification proposed to be available to prosdevices by providing a single firm fixed price fegich
such classification in accordance with the requiets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultbntify the names of the personnel proposed @& th
spaces provided.
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Item # Personnel Name(s) of all Personnel Proposeq:irm, Fixed Price
(to be completed e - who are assigned to
upan any award) Classification Identified Classification Per Hour
Public Relations, Image Building Activities, Editals, Internet Marketing and Publicity Personnel
1.
Public Relations Manager % $
. . . L
Public Relations Coordinator % $
Other Public Relations Personnel (list specific [1-
classification) %: $

Research & Market Analysis Services: If the offerois proposing to provide the Research &

Market Analysis category of service, the offeror séll provide pricing as follows:

4.7.1 Personnel - Per hour pricesThe offeror shall complete the following tabler feach personnel
classification proposed to be available to provddevices by providing a single firm fixed price fegich
such classification in accordance with the requiets of this RFP. In addition, if personnel haeerb
identified for a classification, the offeror shoultbntify the names of the personnel proposed @& th
spaces provided.

Name(s) of all Personnel Proposed-. . .
Item # Personnel (s) . P qilrm, Fixed Price
(to be completed L. who are assigned to

upon any award) Classification Identified Classification Per Hour

Research & Market Analysis Personnel

1.

Research Analyst % $
1.

Market Analyst % $

Other Personnel (list specific classification) % $
3.

4.8 Renewal Option Periods:

Renewal Option Pricing - The offeror must indich&tow the maximum allowable percentage of pricegase or
guaranteedminimum percentage of price decrease applicabltheopersonnel classification pricing specified
above for the renewal option years. If a percaniagot proposed (i.e. left blank, page not retdrretc.), the
state shall have the right to execute the optioth@tsame price(s) proposed for the original cahtperiod.
Statements such as "a percentage of the then-tpniea" or "consumer price index" are NOT ACCEPTAB

All increases or decreases shall be calculatechsigtiieoriginal contract pricepot against the previous year's
price. A cumulative calculation shall not be atid.

Potential Renewal Period Maximum Increase Minimum Decrease
First Renewal Period Original Price + % | or Original Price - %
Second Renewal Periog Original Pricer % | or Original Price - %

~ Do notcomplete both a maximum increase and a minimumedse for the same renewal period. ~
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EXHIBIT A

OFFEROR INFORMATION

The offeror should provide the following informatiabout the offeror’'s organization: |

a. Provide a brief company history, including the fding date and number of years in business as alyrren
constituted.

b. Offices - Identify all currently operating officeodations and provide brief (couple sentence basic
information) description about each one. Identifg one(s) proposed to be used for services peiRRP
and provide additional brief description/detail®abeach such office, (history, number of employgesars
at such location, facilities, accounts handled,) etc

c. Describe the nature of the offeror's business, tyfpgervices performed, etc. ldentify the offesonebsite
address, if any.

d. Describe the structure of the organization inclgdany board of directors, partners, top departnhenta
management, corporate organization, corporate afiations, any parent/subsidiary affiliationstivother
firms, etc.

e. Provide an Aged Account Payable Report for youanization or other demonstration of prompt payments

f. Provide up to three (3) case studies of past a¢sdhe offeror considers some of the offeror’s lvestk.
Describe the objectives from each case and docati@mtof how the success of each such case was
measured.

g. Complete the attached chart/table identifying edigcts/clients for the past three (3) years.
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Exhibit A - continued - Chart of Last 3 Years of Experience (add additional pages as necessary)

Client Name & Name of Project

Dates of Service
(beginning &
ending date)

Description of Services Performed

Offeror’s Personnel
Assigned
(include name &
classification)

Total Budget *

Amount or % of
Budget for
Media

Exhibit B
Completed
by Client &

Included

(yes / no)

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

Message:
Demographic Market:
Services Performed:

*if specific dollars cannot be provided at the regtiof the client, provide other information toiasi determining the size of the account.
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EXHIBIT B
CURRENT/PRIOR EXPERIENCE

The offeror should copy and complete this form doenting the offeror and subcontractor's currenthpri
experience considered relevant to the servicesiregtjinerein. In addition, the offeror is advisdwttif the
contact person listed for verification of servicdesunable to be reached during the evaluation, ligted
experience may not be considered.

Offeror Name:
(If reference is for a Subcontractor, enter Sub@mtor Name in Blank):

Reference Information (Current/Prior Services Perfamed For:)

Name of Reference
Company/Client:

Address of Reference
Company/Client:

Reference Contact Person
Name, Phone #, and E-mail
Address:

Title/Name of
Service/Contract

Dates of Service/Contract:

Size /Budget:

Description of Services
Performed, such as:
Demographic Market

Description of Services
Media Used

Offeror’s specific duties and
strategic objective

ANANENRN

Attach sample of results/work,
if applicable. Describe how
the success of the project was
measured.
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EXHIBIT C

EXPERTISE OF KEY PERSONNEL
(Copy and complete this table for each key persopgsed

Category of Service. (from Pricing
Table)

Personnel Classification(make sure
this matches classifications on pricing
table):

Name of Person

Physical Domicile (office location

Educational Degree (s): include
college or university, major, and dates

# of years experience in area of
service proposed to provide:

Describe person’s relationship to
offeror. If employee, indicate the # of
years. If subcontractor, describe
other/past working relationships

Describe this person’s responsibilities
over the past 12 months.

Previous employer(s), positions, and
Dates

Identify key information about this
person’s experience considered
valuable to the State of Missouri

Staffing Methodology

Describe the person’s planned
duties/role proposed herein:
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EXHIBIT D

PERSONNEL EXPERTISE SUMMARY

(Complete this Exhibit for any additional personnet included on previous Exhibit. Resumes mag hks provided)

| Personne | Background and Expertise of Personnel and Plannedies |

(Name)

(Title)

(Proposed Role/Function)

(Name)

(Title)

(Proposed Role/Function)

(Name)

(Title)

(Proposed Role/Function)

(Name)

(Title)

(Proposed Role/Function)

(Name)

(Title)

(Proposed Role/Function)

(Name)

(Title)

(Proposed Role/Function)
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EXHIBIT E
METHOD OF PERFORMANCE

The offeror should use this Exhibit, or any forndgsired, to present a written plan for performimg |t
requirements specified in this Request for Proposal

- Proposed Services:

1. Philosophy - The offeror should provide a begpression of the offeror's marketing/public edtmat

philosophy.
2. Research - The offeror should provide any recenuations regarding research and how the offeror

incorporates research results into strategies &oketing/public education.

3. Measurement of Results - The offeror should rilesdhe method(s) that will be used to measure the
effectiveness of the services performed.

4. Customer Service - The offeror should submiirtberrent policies and procedures on customericerv
and explain how quality control is performed andvhoustomer service will be assured for the state
agency. Describe how the customer satisfactiomeguwill be conducted after completion of each
project/service and include an example of the ppedaustomer survey questionnaire.

5. Special Services - The offeror should describespecial services that the offeror proposes abis to
provide that may be of special interest to theestgiency.

. Facilities:

6. The offeror should fully describe the facilitiediich will be available and/or utilized for sereg on
behalf of the State of Missouri, including in-hows®l subcontracted.

7. The offeror should describe the services theroffcan offer that can be utilized as well asrthie of
capabilities including such areas as full-scalekeiimg plans, creative advertising, graphic despuy
writing, public relations, lead generation, etc.

- Accountability Processes:

8. The offeror should describe the systems/pragggtroval processes proposed for use in obtamm@ st
agency approvals for projects and associated bsidget
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10.

The offeror should describe the systems proptuskdep projects on time and within budget.

The offeror should describe the offeror’'s psgab payment procedures in sufficient detail to jglev
assurances that the payments by the offeror willenggomptly.

~ Staffing Plan and Resources

11.

12.

13.

Organizational Chart - Attach an organizatiodadrt showing the staffing and lines of authofiby
personnel. The relationship of the account sertéeen members, to public relations, to management,
and to support personnel should be clearly illastra The organizational chart should include thees

of the personnel and the working titles of each ahduld include information about any proposed
subcontractors including management, supervisowy odher key personnel.

Management - The offeror should indicate argtulee the role principles and top managementplaly
in day-to-day account management and direction.e ®tieror should describe how services of the
contract will be managed, controlled, and supedvieeorder to ensure satisfactory contract perforrea

Total Personnel Resources - The offeror shquisvide information that documents the depth of
resources to ensure completion of all requirementsme and on target.

- Economic Issues

14.

15.

Provide a description of the proposed servibaswill be performed and/or the proposed prodticds
will be provided by Missourians and/or Missouri guats. Provide a description of the economic irhpac
returned to the State of Missouri through tax rexeabligations. Provide a description of the conypa
economic presence within the State of Missouri.(eype of facilities: sales offices; sales owgjet
divisions; manufacturing; warehouse; other), insigdviissouri employee statistics.

Outside United States - If any products angésvices offered under this RFP are being manufedtor
performed at sites outside the United States, tfeeon MUST disclose such fact and provide details
the space below or on an attached page.

Are products and/or services being manufactured Yes No
or performed at sites outside the United States? - -

Describe and provide details:
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EXHIBIT F
PARTICIPATION COMMITMENT

Minority Business Enterprise/Women Business Enterpse (MBE/WBE) and/or Organization for the

Blind/Sheltered Workshop and/or Service-Disabled Vieran Business Enterprise (SDVE) Participation

Commitment — If the offeror is committing to participation loy if the offeror is a qualified MBE/WBE and/or
organization for the blind/sheltered workshop an@oqualified SDVE, the offeror must provide theuized
information in the appropriate table(s) below toe brganization proposed and must submit the cdetpkxhibit

with the offeror’s proposal.

When completing this exhibit, the offeror is cangd that: (1) no amount of advertising servicguaranteed
under the contract, (2) the specific types of afisiag services that may be required by a statexagare
unknown, and (3) if participation is proposed,hia be interpreted as a contractual commitmerfandiess of

the state’s actual service usage.

For Minority Business Enterprise (MBE) and/or Wontmsiness Enterprise (WBE) Participation, if prapgs
an entity certified as both MBE and WBE, the offenaust either (1) enter the participation perceatagder
MBE or WBE,or must (2) divide the participation between both M&tel WBE. If dividing the participation, do
not state the total participation on both the MBi AVBE Participation Commitment tables below. dast,
divide the total participation as proportionately apprater between the tables below.

Place a check in the appropriate box below forctitegory of service proposed. There should oni@R& box
checked. If proposing multiple categories of sagyicopy and complete this Participation Commitniextiibit
for each proposed category of service.

0O Media Planning &
Placement/Purchase

QNon-Traditional Media & High-
Tech Marketing

OResearch & Market Analysis

Product/Service

Q Creative Services

Q Promotional/Collateral Material
Development & Fullfillment

Q Media Production

Q Public Relations, Image Buildin
Activities, Editorials, Internet
Marketing & Publicity

[(®]

MBE Participation Commitment Table

(The services performed or the products providethbyisted MBE must provide a commercially usdfuiction related to
the delivery of the contractually-required servizefluct in a manner that will constitute an addeldie to the contract and
shall be performed/provided exclusive to the penfamce of the contract.)

Name of Each Qualified Minority
Business Enterprise (MBE)
Proposed

Committed

Percentage of
Participation
for Each MBE
(% of the Actual
Total Contract

Description of Products/Services to be Provided by
Listed MBE
The offeror should also include the paragraph
number(s) from the RFP which requires the
product/service the MBE is proposed to perform g
describe how the proposed product/service conesf

hd
It

Value) added value and will be exclusive to the contrac].

1. Product/Service(s) proposed:
O Fmrmrs o o

RFP Paragraph References:

2. Product/Service(s) proposed:
O Fmrmee R RS

RFP Paragraph References:

3. Product/Service(s) proposed:
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MBE Participation Commitment Table

(The services performed or the products providethbyisted MBE must provide a commercially usdfuiction related to
the delivery of the contractually-required servizefluct in a manner that will constitute an addeldie to the contract and
shall be performed/provided exclusive to the perntomce of the contract.)

Name of Each Qualified Minority
Business Enterprise (MBE)
Proposed

Committed
Percentage of
Participation

for Each MBE
(% of the Actual
Total Contract

Description of Products/Services to be Provided by
Listed MBE
The offeror should also include the paragraph
number(s) from the RFP which requires the
product/service the MBE is proposed to perform g
describe how the proposed product/service conesf

hd
It

WBE Participation Commitment Table
(The services performed or the products providethbyisted WBE must provide a commercially uséguiction related to
the delivery of the contractually-required seryicetuct in a manner that will constitute an addeldie to the contract and
shall be performed/provided exclusive to the penfmce of the contract.)

Value) added value and will be exclusive to the contrac].

RFP Paragraph References:

4. Product/Service(s) proposed:
O Fmrms R s

RFP Paragraph References:

Name of Each Qualified Women
Business Enterprise (WBE)
proposed

Committed
Percentage of
Participation

for Each WBE
(% of the Actual
Total Contract

Description of Products/Services to be Provided by
Listed WBE
The offeror should also include the paragraph
number(s) from the RFP which requires the

describe how the proposed product/service consst

product/service the WBE is proposed to perform gnd

Uit

Value) added value and will be exclusive to the contrac].

1. Product/Service(s) proposed:
% e TSI STy

RFP Paragraph References:

2. Product/Service(s) proposed:
% P TS eI STy

RFP Paragraph References:

3. Product/Service(s) proposed:
% PSS S eI STy

RFP Paragraph References:

4., Product/Service(s) proposed:
D e I isioie R L E s

RFP Paragraph References:
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Organization for the Blind/Sheltered Workshop Commiment Table

By completing this table, the offeror commits te tlise of the organization at the greater of $5¢00% of the

actual total dollar value of contract.
(The services performed or the products providethbylisted Organization for the Blind/Sheltered M&top must provide

a commercially useful function related to the detivof the ¢
constitute an added value to the contract and begblerform

ontractually-required service/produchimanner that will
ed/provided exclusive to the performarfdie contract.)

D
List

Name of Organization for the Blind or Sheltered

Workshop Proposed org

The offeror should also include the paragraph nurfd)e
from the RFP which requires the product/service thg

to perform and describe how the proposed productice

escription of Products/Services to be Provided by
ed Organization for the Blind/Sheltered Workshq

anization for the blind/sheltered workshop isposed

constitutes added value and will be exclusive ¢o th

contract.
1. Product/Service(s) proposed:
'RFP Paragraph References: ]
2. Product/Service(s) proposed:

RFP Paragraph References:

SDVE Participation Commitment Table

(The services performed or the products providethbylisted SDVE must provide a commercially usédmiction related td
the delivery of the contractually-required seryicetuct in a manner that will constitute an addeldie to the contract and
shall be performed/provided exclusi

ve to the penfamce of the contract.)

Committed
Percentage of
Participation

for Each SDVE
(% of the Actual
Total Contract

Name of Each Qualified Service-
Disabled Veteran Business
Enterprise (SDVE) Proposed

Description of Products/Services to be Provided by
Listed SDVE
The offeror should also include the paragraph
number(s) from the RFP which requires the
product/service the SDVE is proposed to perform and
describe how the proposed product/service consstut

Total SDVE Percentage:

Value) added value and will be exclusive to the contrac].

1. Product/Service(s) proposed:
Y

RFP Paragraph References:

2. Product/Service(s) proposed:
Y

RFP Paragraph References:
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EXHIBIT G

DOCUMENTATION OF INTENT TO PARTICIPATE

If the offeror is proposing to include the part&ijpn of a Minority Business Enterprise/Women Bas#
Enterprise (MBE/WBE) and/or Organization for then8lfSheltered Workshop and/or qualified Serviceablsd

Veteran Business Enterprise (SDVE) in the provisibrthe products/services required in the RFP,dfferor

must either provide a recently dated letter ofnfitsigned and dated no earlier than the RFP issudate, from
each organization documenting the following infotima, or complete and provide this Exhibit with thiéeror’s

proposal.

~ Copy This Form For Each Organization Proposed ~

Offeror Name:

This Section To Be Completed by Participating Orgaization:

By completing and signing this form, the undersigned hereby confirms the intent of the named participating organization to provide the products/services
identified herein for the offeror identified above.

Indicate appropriate business classification(s):
MBE WBE Organization for the Blind Sheltered kk&hop SDVE

Name of Organization:
(Name of MBE, WBE, Organization for the Blind, Steeéd Workshop, or SDVE)

Contact Name: Email:
Address (If SDVE, provide Phone #:
MO Address)
City: Fax #:
State/Zip: Certification #
SDVE's Website Certification  (or attach copy of certification)
Address: Expiration
Date:
Service-Disabled SDV's
Veteran’'s (SDV) Name: Signature:

(Please Print)

PRODUCTS/SERVICES PARTICIPATING ORGANIZATION AGREED TO PROVIDE

Describe the products/services y@s the participating organizatiortjave agreed to provide:

Authorized Signature:

Authorized Signature of Participating Organization Date
(MBE, WBE, Organization for the Blind, Shelteredrigbop, or (Dated no earlier than
SDVE) the RFP issuance date)
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EXHIBIT G (continued)

DOCUMENTATION OF INTENT TO PARTICIPATE

SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE (SDVE)

If a participating organization is an SDVE, unlet®e Service-Disabled Veteran (SDV) documents were
previously submitted within the past five (5) ye&osthe Division of Purchasing and Materials Mamaget
(DPMM), the offeromust provide the following SDV documents:

* a copy of the SDV’s award letter from the Departtn@nVeterans Affairs or a copy of the SDV’s
discharge paper (DD Form 214, Certificate of RedeasDischarge from Active Duty), AND

« a copy of the SDV’'s documentation certifying difigb by the appropriate federal agency
responsible for the administration of veteransanéf

(NOTE: The SDV’'s award letter, the SDV’s dischangagper, and the SDV’'s documentation certifying
disability shall be considered confidential purduarsubsection 14 of section 610.021, RSMo.)

The offeror should check the appropriate statentmlow and, if applicable, provide the requested
information.

[J No, | have not previously submitted the SDV docutsespecified above to the DPMM and therefore
have enclosed the SDV documents.

(3 Yes, | previously submitted the SDV documents djmtiabove within the past five (5) years to the
DPMM.

Date SDV Documents were Submitted:

Previous Proposal/Contract Number for Which the SDV Documents were Submitted:

(if applicable and known)

(NOTE: If the proposed SDVE and SDV are listed dme tDPMM SDVE database located at
http://content.oa.mo.gov/sites/default/files/sdstahig.pdf then the SDV documents have been submitted to the
DPMM within the past five [5] years. However, ifhias been determined that an SDVE at any timeongelr
meets the requirements stated above, the DPMMwevilbve the SDVE and associated SDV from the dagapas

FOR STATE USE ONLY

SDV Documents - Verification Completed By:

Buyer Date
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EXHIBIT H
BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTA TION,
AND AFFIDAVIT OF WORK AUTHORIZATION

BUSINESS ENTITY CERTIFICATION :
The offeror must certify their current business staus by completing either Box A or Box B or Box C orthis
Exhibit.

BOX A: To be completed by a non-business entity as eeéfioelow.

BOX B: To be completed by a business entity who hayettompleted and submitted documentation
pertaining to the federal work authorization progras described at
http://www.dhs.gov/files/programs/gc_11852216783b0m.

BOX C: To be completed by a business entity who hagntwork authorization documentation on file with
a Missouri state agency including Division of Pasimg and Materials Management.

Business entity,as defined in section 285.525, RSMo, pertainingetttion 285.530, RSMo, is any person or group od@es performing
or engaging in any activity, enterprise, professimnoccupation for gain, benefit, advantage, welihood. The termbusiness entity
shall include but not be limited to self-employadividuals, partnerships, corporations, contractarsd subcontractors. The term
“business entity shall include any business entity that possessesisiness permit, license, or tax certificate édsby the state, any
business entity that is exempt by law from obtairsuch a business permit, and any business ehétyig operating unlawfully without
such a business permit. The terbusiness entity shall not include a self-employed individual witlh employees or entities utilizing the
services of direct sellers as defined in subdivigit7) of subsection 12 of section 288.034, RSMo.

Note: Regarding governmental entities, businesitsyencludes Missouri schools, Missouri universgi(other than stated in Box C), out of
state agencies, out of state schools, out of staitersities, and political subdivisions. A busiaeentity does not include Missouri state
agencies and federal government entities.

BOX A — CURRENTLY NOT A BUSINESS ENTITY |

| certify that (Companyiimidial Name)DOES NOT CURRENTLY MEET
the definition of a business entity, as definedention 285.525, RSMo pertaining to section 285.58%Mo
as stated above, because: (check the applicabiledss status that applies below)

[ 1-1am a self-employed individual with no employe®f

[]- The company that | represent employs the sendgtdgect sellers as defined in subdivision
(17) of subsection 12 of section 288.034, RSMo.

I certify that | am not an alien unlawfully presantthe United States and if

(Company/Individual Name) is awarded a contracttfa services requested herein under

(RFP Number) and if the business status changésgditve life of the contract to become a businesigyeas
defined in section 285.525, RSMo pertaining toisac285.530, RSMo then, prior to the performancarof
services as a business entity, (Company/Individual Name) agrees to complete Box
B, comply with the requirements stated in Box B gmdvide the Division of Purchasing and Materigls
Management with all documentation required in BoafBhis exhibit.

Authorized Representative’s Nanidase Print Authorized Representative’s Signature

Company Name (if applicable) Date
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EXHIBIT H, continued

(Complete the following if you DO NOT have the E-Verify documentation and a current Affidavit of Work
Authorization already on file with the State of Missouri. |f completing Box B, do not complete Box C.)

BOX B — CURRENT BUSINESS ENTITY STATUS |

| certify that (Businesstiiiame)MEETS the definition of a business entity as
defined in section 285.525, RSMo pertaining toisec285.530.

Authorized Business Entity Representative’s Authorized Business Entity
Name (Please Print) Representative’s Signature
Business Entity Name Date

[]-

E-Mail Address

As a business entity, the offeror must perform/mewach of the following. The offeror should ckeach to
verify completion/submission of all of the follovgn

Enroll and participate in the E-Verify federal ska@uthorization program (Website:
http://iwww.dhs.gov/files/programs/gc_11852216783bB0n; Phone: 888-464-4218; Emad:
verify@dhs.goy with respect to the employees hired after enrefitin the program who are
proposed to work in connection with the servicegined herein;

AND

Provide documentation affirming said companydiMdual’s enrollment and participation in the E
Verify federal work authorization program. Docurtaion shall include EITHER the E-Verify
Employment Eligibility Verification page listing éhofferor's name and company ID OR a page ff
the E-Verify Memorandum of Understanding (MOU)ihgt the offeror's name and the MOU
signature page completed and signed, at minimurnthépfferor and the Department of Homelang
Security — Verification Division. If the signatupage of the MOU lists the offeror's name and
company ID, then no additional pages of the MOU tnbessubmitted,;

AND

Submit a completed, notarized Affidavit of Workithorization provided on the next page of this
Exhibit.

Page 58
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EXHIBIT H, continued

AFFEIDAVIT OF WORK AUTHORIZATION

The offeror who meets the section 285.525, RSMénitien of a business entity must complete andimethe
following Affidavit of Work Authorization.

Comes now (Name of Businestsity E Authorized Representative) as
(Position/Title) first bethdy sworn on my oath, affirm

(Business Entity Name) is enrolled and will conénto participate in the E-Verify federal work autlzation
program with respect to employees hired after éneoit in the program who are proposed to work imneetion
with the services related to contract(s) with that&Sof Missouri for the duration of the contragt{Eawarded in
accordance with subsection 2 of section 285.5304d&:SI also affirm that (Bass
Entity Name)does not and will not knowingly employ a person vifian unauthorized alien in connection with
the contracted services provided under the coifsjeictr the duration of the contract(s), if awarded

In Affirmation thereof, the facts stated above are true and correct. (The undersigned understands that false
statements made in thisfiling are subject to the penalties provided under section 575.040, RSMo.)

Authorized Representative’s Signature Printed Name

Title Date

E-Mail Address E-Verify Company ID Number

Subscribed and sworn to before me this of . lam
(DAY) (MONTH, YEAR)

commissioned as a notary public within the Courity o , State of

(NAME OF COUNTY)

, and my commission expires
(NAME OF STATE) (DATE)

Signature of Notary Date
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EXHIBIT H, continued

(Complete the following if you have the E-Verify documentation and a current Affidavit of Work Authorization
already on file with the State of Missouri. |If completing Box C, do not complete Box B.)

BOX C — AFFIDAVIT ON FILE - CURRENT BUSINESS ENTIT Y STATUS |

| certify that (BusinesstizMame)MEETS the definition of a business entity
defined in section 285.525, RSMo pertaining to isec285.530, RSMo and have enrolled and curre
participates in the E-Verify federal work authotiea program with respect to the employees hireéra
enrollment in the program who are proposed to wortonnection with the services related to con{gaith
the State of Missouri. We have previously providkgtumentation to a Missouri state agency or py
university that affirms enrollment and participatim the E-Verify federal work authorization progra The
documentation that was previously provided includredfollowing.

v' The E-Verify Employment Eligibility Verification pge OR a page from the E-Verify Memorandum
Understanding (MOU) listing the offeror's name ahd MOU signature page completed and signe
the offeror and the Department of Homeland Securierification Division

of
d by

v A current, notarized Affidavit of Work Authorizatiolmust be completed, signed, and notarized within

the past twelve months).

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentatig
Submitted:
(*Public University includes the following five sobls under chapter 34, RSMo: Harris-Stowe Statévéysity — St. Louis;
Missouri Southern State University — Joplin; Missalestern State University — St. Joseph; Northwsissouri State University
— Maryville; Southeast Missouri State UniversitCape Girardeau.)

Date of Previous E-Verify Documentation Submission:

PreviousBid/Contract Number for Which Previous E-Verify Documentation Submitte (if known)

Authorized Business Entity Representative’s Authorized Business Entity

Name (Please Print) Representative’s Signature

Business Entity Name Date

E-Mail Address E-Verify MOU Company ID Number

FOR STATE OF MISSOURI USE ONLY

Documentation Verification Completed By:

Buyer Date
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EXHIBIT |

Certification Regarding
Debarment, Suspension, Ineligibility and VoluntaryExclusion
Lower Tier Covered Transactions

This certification is required by the regulationsiplementing Executive Order 12549, Debarment and
Suspension, 29 CFR Part 98 Section 98.510, Patitspresponsibilities. The regulations were ghigld as Part
VIl of the May 26, 1988, Federal Registpages 19160-19211).

(BEFORE COMPLETING CERTIFICATION, READ INSTRUCTIONBSOR CERTIFICATION)

(2) The prospective recipient of Federal assistéuneds certifies, by submission of this propodadit tneither
it nor its principals are presently debarred, sodpd, proposed for debarment, declared ineligite,
voluntarily excluded from participation in this tisaction by any Federal department or agency.

(2) Where the prospective recipient of Federalstéasce funds is unable to certify to any of théestents in
this certification, such prospective participardlshttach an explanation to this proposal.

Company Name DUNS # (if known)
Authorized Representative’s Printed Name Authorized Representative’s Title
Authorized Representative’s Signature Date

Instructions for Certification
1. By signing and submitting this proposal, the prospective recipient of Federal assistance funds is providing the certification as set out below.

2. The certification in this clause is a material representation of fact upon which reliance was placed when this transaction was entered into. If it is later
determined that the prospective recipient of Federal assistance funds knowingly rendered an erroneous certification, in addition to other remedies
available to the Federal Government, the Department of Labor (DOL) may pursue available remedies, including suspension and/or debarment.

3. The prospective recipient of Federal assistance funds shall provide immediate written notice to the person to which this proposal is submitted if at
any time the prospective recipient of Federal assistance funds learns that its certification was erroneous when submitted or has become erroneous
by reason of changed circumstances.

4. The terms "covered transaction," "debarred," "suspended," "ineligible," "lower tier covered transaction," "participant," "person," "primary covered
transaction," "principal," "proposal,” and "voluntarily excluded," as used in this clause, have the meanings set out in the Definitions and Coverage
sections of rules implementing Executive Order 12549. You may contact the person to which this proposal is submitted for assistance in obtaining a
copy of those regulations.

5. The prospective recipient of Federal assistance funds agrees by submitting this proposal that, should the proposed covered transaction be entered
into, it shall not knowingly enter into any lower tier covered transaction with a person who is debarred, suspended, declared ineligible, or voluntarily
excluded from participation in this covered transaction, unless authorized by the DOL.

6. The prospective recipient of Federal assistance funds further agrees by submitting this proposal that it will include the clause titled "Certification
Regarding Debarment, Suspension, Ineligibility and Voluntary Exclusion - Lower Tier Covered Transactions," without modification, in all lower tier
covered transactions and in all solicitations for lower tier covered transactions.

7. A participant in a covered transaction may rely upon a certification of a prospective participant in a lower tier covered transaction that it is not
debarred, suspended, ineligible, or voluntarily excluded from the covered transaction, unless it knows that the certification is erroneous. A participant
may decide the method and frequency by which it determines the eligibility of its principals. Each participant may but is not required to check the List
of Parties Excluded from Procurement or Nonprocurement Programs.

8. Nothing contained in the foregoing shall be construed to require establishment of a system of records in order to render in good faith the certification
required by this clause. The knowledge and information of a participant is not required to exceed that which is normally possessed by a prudent
person in the ordinary course of business dealings.

9. Except for transactions authorized under paragraph 5 of these instructions, if a participant in a covered transaction knowingly enters into a lower tier
covered transaction with a person who is suspended, debarred, ineligible, or voluntary excluded from participation in this transaction, in addition to
other remedies available to the Federal Government, the DOL may pursue available remedies, including suspension and/or debarment.




RFP B3Z15066 Page 62

EXHIBIT J

MISCELLANEOUS INFORMATION

Outside United States
If any products and/or services offered under Ri#$ are being manufactured or performed at sitesdauthe
United States, the offeror MUST disclose such $extt provide details in the space below or on achéd page.

Are products and/or services being manufactt\r’)edYes No

or performed at sites outside the United States~

Describe and provide details:

Employee/Conflict of Interest

Offerors who are elected or appointed officialemployees of the State of Missouri or any polit
subdivision thereof, serving in an executive or astrative capacity, must comply with sections
105.450 to 105.458, RSMo, regarding conflict okrest. If the offeror or any owner of the offesor
organization is currently an elected or appointiidial or an employee of the State of Missouriaory
political subdivision thereof, please provide thiédwing information
Name and title of electeor appointed official o
employee of the State of Missouri or any political
subdivision therea
If employee of the State of Missouri or politit
subdivision thereof, provide name of state agemcy o
political subdivision where employe
Percentage cownership interest in offeror
organization held by elected or appointed official %
employee of the State of Missouri or political E—
subdivision therec

Local Government Use (Cooperative Procurement)

The offeror should indicate agreement/disagreerneparticipate in the State of Missouri's Coope&rti
Procurement Program as described herein.

Yes No
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STATE OF MISSOURI
DIVISION OF PURCHASING AND MATERIALS MANAGEMENT
TERMS AND CONDITIONS -- REQUEST FOR PROPOSAL

TERMINOLOGY/DEFINITIONS
Whenever the following words and expressions apjpea Request for Proposal (RFP) document or amgraiment thereto, the definition or meaning desdrib
below shall apply.

Agency and/or State Agencymeans the statutory unit of state government énState of Missouri for which the equipment, suggliand/or services are being
purchased by thBivision of Purchasing and Materials Management (DRIM) . The agency is also responsible for payment.

Amendment means a written, official modification to an RRPt@a contract.

Attachment applies to all forms which are included with anAR#e incorporate any informational data or requiata related to the performance requirements
and/or specifications.

Proposal Opening Date and Timeand similar expressions mean the exact deadlmerssl by the RFP for the receipt of sealed projsosa

Offeror means the person or organization that responds tBFP by submitting a proposal with prices to lewthe equipment, supplies, and/or services as
required in the RFP document.

Buyer means the procurement staff member of the DPMHle Jontact Personas referenced herein is usually the Buyer.

Contract means a legal and binding agreement between twoooe competent parties, for a consideration fergtocurement of equipment, supplies, and/or
services.

Contractor means a person or organization who is a succesf$éubr as a result of an RFP and who entersartontract.

Exhibit applies to forms which are included with an RFPtfe offeror to complete and submit with the ségleoposal prior to the specified opening date and
time.

Request for Proposal (REP)means the solicitation document issued by the DPialidotential offerors for the purchase of equiptnsuapplies, and/or services as
described in the document. The definition incluttese Terms and Conditions as well as all PriBiages, Exhibits, Attachments, and Amendments theret

May means that a certain feature, component, or aigtiparmissible, but not required.

Must means that a certain feature, component, or aitiammandatory condition.

Pricing Page(s)applies to the form(s) on which the offeror mustesthe price(s) applicable for the equipmentpsap, and/or services required in the RFP. The
pricing pages must be completed and submitted dytieror with the sealed proposal prior to thecffe proposal opening date and time.

RSMo (Revised Statutes of Missourijefers to the body of laws enacted by the Legistatvhich govern the operations of all agenciethefState of Missouri.
Chapter 34 of the statutes is the primary chapieeiging the operations of DPMM.

Shall has the same meaning as the word must

Should means that a certain feature, component and/mnastdesirable but not mandatory.

APPLICABLE LAWS AND REGULATIONS

The contract shall be construed according tdaive of the State of Missouri. The contractorllst@mply with all local, state, and federal lawsdaregulations
related to the performance of the contract to #terg that the same may be applicable.

To the extent that a provision of the contraatantrary to the Constitution or laws of the StftMissouri or of the United States, the provisiahall be void and
unenforceable. However, the balance of the canstaadl remain in force between the parties uresainated by consent of both the contractor ardXRMM.
The contractor must be registered and maintadrl gtanding with the Secretary of State of théeSi&Missouri and other regulatory agencies, ag ogarequired
by law or regulations.

The contractor must timely file and pay all Migs sales, withholding, corporate and any otheguied Missouri tax returns and taxes, includingriest and
additions to tax.

The exclusive venue for any legal proceedirafire) to or arising out of the RFP or resultingtcact shall be in the Circuit Court of Cole Coundissouri.

The contractor shall only employ personnel aritedl to work in the United States in accordandd a&pplicable federal and state laws and Exec@ieer 07-13
for work performed in the United States.

. OPEN COMPETITION/REQUEST FOR PROPOSAL DOCUMENT

It shall be the offeror's responsibility to aglestions, request changes or clarification, oemitse advise the DPMM if any language, specifaai or
requirements of an RFP appear to be ambiguousiachictory, and/or arbitrary, or appear to inadveterestrict or limit the requirements stated lire (RFP to a
single source. Any and all communication from affe regarding specifications, requirements, coitipetproposal process, etc., must be directedhéobuyer
from the DPMM, unless the RFP specifically refdre bfferor to another contact. Such e-mail, faxpleone communication should be received at least t
calendar days prior to the official proposal opegrtiate.

Every attempt shall be made to ensure that ffleeoo receives an adequate and prompt responsaveter, in order to maintain a fair and equitablecprement
process, all offerors will be advised, via the &ste of an amendment to the RFP, of any relevapéinent information related to the procuremenierefore,
offerors are advised that unless specified elseavirethe RFP, any questions received less tharcandar days prior to the RFP opening date maybaot
answered.

Offerors are cautioned that the only officiabjion of the State of Missouri is that which isued by the DPMM in the RFP or an amendment therstwother
means of communication, whether oral or writterllde construed as a formal or official responsstatement.

The DPMM monitors all procurement activitiedietect any possibility of deliberate restraint ofnpetition, collusion among offerors, price-fixiby offerors, or
any other anticompetitive conduct by offerors whagipears to violate state and federal antitruss.lany suspected violation shall be referred ®® Missouri
Attorney General's Office for appropriate action.

The RFP is available for viewing and downloadamgthe state's On-Line Bidding/Vendor Registrat®ystem website. Registered offerors are eleatadigi
notified of the proposal opportunity based on th@rimation maintained in the State of Missouri'sid@r database. If a registered offeror’s e-madlrests is
incorrect, the offeror must update the e-mail asslthemselves on the state's On-Line Bidding/VeRamistration System website.

The DPMM reserves the right to officially ameadcancel an RFP after issuance. It shall be dleresponsibility of the offeror to monitor theat of Missouri
On-Line Bidding/Vendor Registration System website https://www.moolb.mo.govo obtain a copy of the amendment(s). Registeffmtors who received e-
mail notification of the proposal opportunity where RFP was established and registered offerorshakie responded to the RFP on-line prior to an @ment
being issued will receive e-mail notification oetamendment(s). Registered offerors who receivediknotification of the proposal opportunity wheére RFP
was established and registered offerors who haseorgled to the proposal on-line prior to a cantefiabeing issued will receive e-mail notificatiai a
cancellation issued prior to the exact closing tand date specified in the RFP.

PREPARATION OF PROPOSALS
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a. Offerorsmust examine the entire RFP carefully. Failure to dalsall be at offeror's risk.

b. Unless otherwise specifically stated in the R&fPspecifications and requirements constituteimimm requirements. All proposals must meet or eddée stated
specifications and requirements.

c. Unless otherwise specifically stated in the R&®; manufacturer names, trade names, brand namf@snation and/or catalog numbers listed in a gation
and/or requirement are for informational purposely and are not intended to limit competition. Tdféeror may offer any brand which meets or excetbds
specification for any item, but must state the nfacturer's name and model number for any such Bramthe proposal. In addition, the offeror steaiplain, in
detail, (1) the reasons why the proposed equivates#ts or exceeds the specifications and/or rageines and (2) why the proposed equivalent shoulcbao
considered an exception thereto. Proposals whoatotl comply with the requirements and specificetiare subject to rejection without clarification.

d. Proposals lacking any indication of intent téeofan alternate brand or to take an exception sieateceived and considered in complete compliavite the
specifications and requirements as listed in thB.RF

e. In the event that the offeror is an agency atesgovernment or other such political subdivisigrich is prohibited by law or court decision fromneplying with
certain provisions of an RFP, such an offeror ma#ynst a proposal which contains a list of statutiimyjitations and identification of those prohibiixclauses.
The offeror should include a complete list of staty references and citations for each provisiothef RFP, which is affected by this paragraph. Jta¢utory
limitations and prohibitive clauses may (1) be restad to be clarified in writing by DPMM or (2) laecepted without further clarification if the sttty
limitations and prohibitive clauses are deemed ptetde by DPMM. If DPMM determines clarificatiori the statutory limitations and prohibitive clauses
necessary, the clarification will be conductediiden to agree to language that reflects the irdedtcompliance of such law and/or court order ardRFP.

f. All equipment and supplies offered in a proposmist be new, of current production, and availdbiemarketing by the manufacturer unless the RRrbt
specifies that used, reconditioned, or remanufadteguipment and supplies may be offered.

g. Prices shall include all packing, handling ahighging charges FOB destination, freight prepaid alfowed unless otherwise specified in the RFP.

h. Proposals, including all prices therein, shaihain valid for 90 days from proposal opening ostBend Final Offer (BAFO) submission unless otheenndicated.
If the proposal is accepted, the entire proposaluding all prices, shall be firm for the spedifieontract period.

i. Any foreign offeror not having an Employer Idéication Number assigned by the United StatesrirteRevenue Service (IRS) must submit a compléR&i
Form W-8 prior to or with the submission of theioposal in order to be considered for award.

5. SUBMISSION OF PROPOSALS

a. Proposals may be submitted by delivery of a lwafy to the DPMM office. Electronic submission mbposals by registered offerors through the State
Missouri’'s On-Line Bidding/Vendor Registration Syist website is not available unless stipulated éRFP. Delivered proposals must be sealed in eelape
or container, and received in the DPMM office lerhat 301 West High St, Rm 630 in Jefferson Cit@) kb later than the exact opening time and dateifsge
in the RFP. All proposals must (1) be submittecaluly authorized representative of the offerorganization, (2) contain all information requirey the RFP,
and (3) be priced as required. Hard copy propasalg be mailed to the DPMM post office box addredewever, it shall be the responsibility of théeobr to
ensure their proposal is in the DPMM office (addrested above) no later than the exact opening ind date specified in the RFP.

b. The sealed envelope or container containingopgsal should be clearly marked on the outside i}hthe official RFP number and (2) the officigleming date
and time. Different proposals should not be planatie same envelope, although copies of the gaoposal may be placed in the same envelope.

c. A proposal submitted electronically by a registeofferor may be modified on-line prior to théi@&l opening date and time. A proposal which baen delivered
to the DPMM office may be modified by signed, veittnotice which has been received by the DPMM podhe official opening date and time specified.
proposal may also be modified in person by theroffer its authorized representative, provided prdagentification is presented before the offi@pkening date
and time. Telephone or telegraphic requests tafsnagproposal shall not be honored.

d. A proposal submitted electronically by a regesteofferor may be canceled on-line prior to thici@fl opening date and time. A proposal which hagn
delivered to the DPMM office may only be withdradm a signed, written document on company letterttemtsmitted via mail, e-mail, or facsimile whichsh
been received by the DPMM prior to the official opey date and time specified. A proposal may élsaithdrawn in person by the offeror or its auibed
representative, provided proper identificationrnesented before the official opening date and tifielephone or telegraphic requests to withdrawoagsal shall
not be honored.

e. A proposal may also be withdrawn after the psapopening through submission of a written reqbgsin authorized representative of the offerarstification
of withdrawal decision may include a significantoeror exposure of proposal information that mayseairreparable harm to the offeror.

f.  When submitting a proposal electronically, tiegistered offeror indicates acceptance of all Rfffs and conditions by clicking on the "Submit"tbaoton the
Electronic Bid Response Entry form. Offerors delimg a hard copy proposal to DPMM must sign ararnethe RFP cover page or, if applicable, the cpage
of the last amendment thereto in order to constiadceptance by the offeror of all RFP terms amdlitions. Failure to do so may result in rejectanthe
proposal unless the offeror's full compliance witbse documents is indicated elsewhere within ffezar's response.

g. Faxed proposals shall not be accepted. Howewerd and e-mail no-bid notifications shall beegted.

6. PROPOSAL OPENING

a. Proposal openings are public on the openingatadeat the opening time specified on the RFP decimOnly the names of the respondents shall 4 ae the
proposal opening. All vendors may view the sameppsal response information on the state's On-Binkling/Vendor Registration System website. The
contents of the responses shall not be disclostisaime.

b. Proposals which are not received in the DPMNkefprior to the official opening date and timelsba considered late, regardless of the degrdatefess, and
normally will not be opened. Late proposals maly twe opened under extraordinary circumstanceséordance with 1 CSR 40-1.050.

7. PREFERENCES

a. In the evaluation of proposals, preferencesl §feahpplied in accordance with chapter 34, RSMbeoapplicable Missouri statutes, and applicabtecitive
Orders. Contractors should apply the same prefeseim selecting subcontractors.

b. By virtue of statutory authority, a preferencél Wwe given to materials, products, supplies, [Bmns and all other articles produced, manufadtureined,
processed or grown within the State of Missouri tmdll firms, corporations or individuals doingdiness as Missouri firms, corporations or individuaSuch
preference shall be given when quality is equdlatter and delivered price is the same or less.

c. Inaccordance with Executive Order 05-30, cantna are encouraged to utilize certified minoatyd women-owned businesses in selecting subcooitsact

8. EVALUATION/AWARD

a. Any clerical error, apparent on its face, maybeected by the buyer before contract award. nUgiscovering an apparent clerical error, the byl contact
the offeror and request clarification of the intedgroposal. The correction shall be incorporatgtie notice of award. Examples of apparent c&®rrors are:
1) misplacement of a decimal point; and 2) obvimistake in designation of unit.

b. Any pricing information submitted by an offesirall be subject to evaluation if deemed by the I¥Pid be in the best interest of the State of Missou
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c. The offeror is encouraged to propose price distofor prompt payment or propose other pricealists that would benefit the State of Missouri. wduer,
unless otherwise specified in the RFP, pricingldfmkvaluated at the maximum potential finand&ility to the State of Missouri.

d. Awards shall be made to the offeror whose prap¢l complies with all mandatory specificatiomslaequirements of the RFP and (2) is the lowesdt st
proposal, considering price, responsibility of tiféeror, and all other evaluation criteria spedfia the RFP and any subsequent negotiations gncb(Bplies
with chapter 34, RSMo, other applicable Missowatwties, and all applicable Executive Orders.

e. In the event all offerors fail to meet the samsndatory requirement in an RFP, DPMM reservesigie, at its sole discretion, to waive that requient for all
offerors and to proceed with the evaluation. Iditoh, the DPMM reserves the right to waive anynamiirregularity or technicality found in any indiwal
proposal.

f.  The DPMM reserves the right to reject any argaposals.

g. When evaluating a proposal, the State of Migs@serves the right to consider relevant infororatand fact, whether gained from a proposal, fronoféeror,
from offeror's references, or from any other source

h. Any information submitted with the proposal, aedjess of the format or placement of such inforomatmay be considered in making decisions relatethe
responsiveness and merit of a proposal and thedavfar contract.

i. Negotiations may be conducted with those offersho submit potentially acceptable proposals.p&sal revisions may be permitted for the purposabtdining
best and final offers. In conducting negotiatidhgre shall be no disclosure of any informatioonsited by competing offerors.

j.  Any award of a contract shall be made by natificn from the DPMM to the successful offeror. TiBMM reserves the right to make awards by itemuprof
items, or an all or none basis. The groupingeahi awarded shall be determined by DPMM based tgmars such as item similarity, location, admiratte
efficiency, or other considerations in the bestiiest of the State of Missouri.

k. Pursuant to section 610.021, RSMo, proposalsrelated documents shall not be available for putgiview until after a contract is executed orpatiposals are
rejected.

I. The DPMM posts all proposal results on the @r-IBidding/Vendor Registration System website fbovandors to view for a reasonable period aftepmsal
award and maintains images of all proposal fileemal for review. Offerors who include an e-maidaess with their proposal will be notified of taeard results
via e-mail.

m. The DPMM reserves the right to request clarifiraof any portion of the offeror's response idesrto verify the intent of the offeror. The offelis cautioned,
however, that its response may be subject to amgeptor rejection without further clarification.

n. Any proposal award protest must be received within(10) business days after the date of awarddordance with the requirements of 1 CSR 40-1.0%0 (

0. The final determination of contract(s) awardlidha made by DPMM.

9. CONTRACT/PURCHASE ORDER

a. By submitting a proposal, the offeror agreefutaish any and all equipment, supplies and/orisesvspecified in the RFP, at the prices quotedsyant to all
requirements and specifications contained therein.

b. A binding contract shall consist of: (1) the REPnendments thereto, and any Best and Final Q@AFO) request(s) with RFP changes/additions, (&) t
contractor's proposal including any contractor BAfe§ponse(s), (3) clarification of the proposaérif/, and (4) DPMM's acceptance of the proposéhbtice of
award" or by "purchase order." All Exhibits andathments included in the RFP shall be incorporatedthe contract by reference.

c. Anotice of award issued by the State of Missdaes not constitute an authorization for shipnwéreéquipment or supplies or a directive to proceét services.
Before providing equipment, supplies and/or sewsiice the State of Missouri, the contractor museiee a properly authorized purchase order or diiren of
authorization given to the contractor at the disereof the state agency.

d. The contract expresses the complete agreemehe gfarties and performance shall be governedysiojethe specifications and requirements contaitiedein.
Any change to the contract, whether by modificatma/or supplementation, must be accomplished foynaal contract amendment signed and approved Hy an
between the duly authorized representative of dmractor and the DPMM or by a modified purchasteoprior to the effective date of such modificatioThe
contractor expressly and explicitly understands aguees that no other method and/or no other dosiimecluding correspondence, acts, and oral
communications by or from any person, shall be usarbnstrued as an amendment or modificationgatintract.

10. INVOICING AND PAYMENT

a. The State of Missouri does not pay state onré&daxes unless otherwise required under lawgulation.

b. The statewide financial management system hais designed to capture certain receipt and payméarmation. For each purchase order receivednanice

must be submitted that references the purchase owbeber and must be itemized in accordance wétistlisted on the purchase order. Failure to cpmjih

this requirement may delay processing of invoicephyment.

The contractor shall not transfer any inteneshe contract, whether by assignment or otherwigt@put the prior written consent of the DPMM.

Payment for all equipment, supplies, and/oriseswrequired herein shall be made in arrears sioigerwise indicated in the RFP.

e. The State of Missouri assumes no obligationetpripment, supplies, and/or services shipped origed in excess of the quantity ordered. Any uherired
quantity is subject to the state's rejection aradl &l returned at the contractor's expense.

f.  All invoices for equipment, supplies, and/or\sees purchased by the State of Missouri shallligest to late payment charges as provided in @e&#.055,
RSMo.

g. The State of Missouri reserves the right to pase goods and services using the state purcheeidg

oo

11. DELIVERY

Time is of the essence. Deliveries of equipmampplies, and/or services must be made no latarttteatime stated in the contract or within a reasde period of
time, if a specific time is not stated.

12. INSPECTION AND ACCEPTANCE

a. No equipment, supplies, and/or services recdiyedn agency of the state pursuant to a contredt Be deemed accepted until the agency has fesdmable
opportunity to inspect said equipment, supplied/@nservices.

b. All equipment, supplies, and/or services whiomdt comply with the specifications and/or requieaits or which are otherwise unacceptable or deéentay be
rejected. In addition, all equipment, suppliegd/anservices which are discovered to be defectiwehich do not conform to any warranty of the caotor upon
inspection (or at any later time if the defectstaored were not reasonably ascertainable upomitial inspection) may be rejected.

c. The State of Missouri reserves the right torreany such rejected shipment at the contractaperese for full credit or replacement and to speaifeasonable
date by which replacements must be received.

d. The State of Missouri's right to reject any wegtable equipment, supplies, and/or services sbakxclude any other legal, equitable or contralatemedies the
state may have.
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13. WARRANTY

a. The contractor expressly warrants that all egeipt, supplies, and/or services provided shal) cfhform to each and every specification, drawsanple or
other description which was furnished to or adofitgdhe DPMM, (2) be fit and sufficient for the pose expressed in the RFP, (3) be merchantableg(4f
good materials and workmanship, and (5) be frem flefect.

b. Such warranty shall survive delivery and shatl be deemed waived either by reason of the stateeptance of or payment for said equipment,li@sp@and/or
services.

14. CONFLICT OF INTEREST

a. Elected or appointed officials or employeeshef $tate of Missouri or any political subdivisidreteof, serving in an executive or administratispaxcity, must
comply with sections 105.452 and 105.454, RSMaanaigg conflict of interest.

b. The contractor hereby covenants that at the tifrtae submission of the proposal the contracts ho other contractual relationships which woukshte any
actual or perceived conflict of interest. The caator further agrees that during the term of tbetiact neither the contractor nor any of its empeés shall
acquire any other contractual relationships whigate such a conflict.

15. REMEDIES AND RIGHTS

a. No provision in the contract shall be constrieegbressly or implied, as a waiver by the Stat®lisouri of any existing or future right and/or redy available by
law in the event of any claim by the State of Missof the contractor's default or breach of coettra

b. The contractor agrees and understands thabtiteact shall constitute an assignment by the eotdr to the State of Missouri of all rights, tilad interest in and
to all causes of action that the contractor mayehawder the antitrust laws of the United StatetherState of Missouri for which causes of actiomehaccrued or
will accrue as the result of or in relation to the&rticular equipment, supplies, and/or serviceshmsed or procured by the contractor in the faiéht of the
contract with the State of Missouri.

16. CANCELLATION OF CONTRACT

a. In the event of material breach of the conti@adbligations by the contractor, the DPMM may aribe contract. At its sole discretion, the DPMMy give the
contractor an opportunity to cure the breach aqolain how the breach will be cured. The actuméanust be completed within no more than 10 warkdays
from notification, or at a minimum the contractoushprovide DPMM within 10 working days from notifition a written plan detailing how the contradimends
to cure the breach.

b. If the contractor fails to cure the breach ociitumstances demand immediate action, the DPMMisgue a notice of cancellation terminating thmntcact
immediately. If it is determined the DPMM improfyecancelled the contract, such cancellation daleemed a termination for convenience in accoglaith
the contract.

c. If the DPMM cancels the contract for breach,RMM reserves the right to obtain the equipmeamppsies, and/or services to be provided pursuatité@ontract
from other sources and upon such terms and inmacmer as the DPMM deems appropriate and chargmtiteactor for any additional costs incurred thgre

d. The contractor understands and agrees that fiaugsred to fund the contract must be appropris#edhe General Assembly of the State of Missoarigach
fiscal year included within the contract periodheTcontract shall not be binding upon the statefyr period in which funds have not been approgdiaand the
state shall not be liable for any costs associattdtermination caused by lack of appropriations.

17. COMMUNICATIONS AND NOTICES

Any notice to the offeror/contractor shall be deersufficient when deposited in the United State#l postage prepaid, transmitted by facsimile,graitted by e-
mail or hand-carried and presented to an authoerguloyee of the offeror/contractor.

18. BANKRUPTCY OR INSOLVENCY

a. Upon filing for any bankruptcy or insolvency peeding by or against the contractor, whether walynor involuntary, or upon the appointment ofeaeiver,
trustee, or assignee for the benefit of creditivs contractor must notify the DPMM immediately.

b. Upon learning of any such actions, the DPMM ma= the right, at its sole discretion, to eithenael the contract or affirm the contract and bk contractor
responsible for damages.

19. INVENTIONS, PATENTS AND COPYRIGHTS

The contractor shall defend, protect, and holdrifess the State of Missouri, its officers, ageats employees against all suits of law or in equésulting from
patent and copyright infringement concerning thetiaxtor's performance or products produced urigeterms of the contract.

20. NON-DISCRIMINATION AND AFFIRMATIVE ACTION

In connection with the furnishing of equipmentpglies, and/or services under the contract, théractor and all subcontractors shall agree notigorininate
against recipients of services or employees oriegpk for employment on the basis of race, coldigion, national origin, sex, age, disability, \@teran status
unless otherwise provided by law. If the contractosubcontractor employs at least 50 persong,shall have and maintain an affirmative actiongoam which
shall include:

a. A written policy statement committing the orgaation to affirmative action and assigning managentesponsibilities and procedures for evaluatiod a
dissemination;

b. The identification of a person designated tadteaffirmative action;

c. The establishment of non-discriminatory selec8tandards, objective measures to analyze re@ntiran upward mobility system, a wage and salangtire,
and standards applicable to layoff, recall, disgpademotion, and discipline;

d. The exclusion of discrimination from all colleet bargaining agreements; and

e. Performance of an internal audit of the repgriipstem to monitor execution and to provide foufel planning.
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If discrimination by a contractor is found to exithe DPMM shall take appropriate enforcementomctvhich may include, but not necessarily be liohite,
cancellation of the contract, suspension, or debatrhy the DPMM until corrective action by the aaator is made and ensured, and referral to therdey
General's Office, whichever enforcement action imayleemed most appropriate.

21. AMERICANS WITH DISABILITIES ACT

In connection with the furnishing of equipmentpglies, and/or services under the contract, théraotor and all subcontractors shall comply withagiplicable
requirements and provisions of the Americans wiiabilities Act (ADA).

22. FILING AND PAYMENT OF TAXES

The commissioner of administration and other agentm which the state purchasing law applies stwltontract for goods or services with a vendthnéfvendor
or an affiliate of the vendor makes sales at refiaiangible personal property or for the purpoSstorage, use, or consumption in this state lilg fa collect and
properly pay the tax as provided in chapter 144yIBSFor the purposes of this section, "affiliafedtee vendor" shall mean any person or entity thabntrolled
by or is under common control with the vendor, wieetthrough stock ownership or otherwise. Theeefufferor’s failure to maintain compliance with pher
144, RSMo, may eliminate their proposal from coesion for award.

23. TITLES

Titles of paragraphs used herein are for the med facilitating reference only and shall notbestrued to infer a contractual construction ofjlzage.

Revised 12-27-12



